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DEPARTMENT  OF  TRANSPORTATION 
Office  of  the  Secretary 
Privacy  Act  of  1974 

Annual  Publication  of  Systems  of  Records 

This  preamble  is  to  introduce  the  annual  publication  in  the  Feder¬ 
al  Register  of  the  systems  of  records  of  the  Department  of  T rans- 
portation  as  of  December  31,  1979.  The  Privacy  Act  (Pub.  L.  93- 
579)  requires  such  publication  at  least  annually.  The  systems  of  rec¬ 
ords  and  General  Routine  Uses  published  herewith  are  all  of  the 
systems  of  records  previously  published  and  now  effective.  No  sys¬ 
tems  have  been  added  which  were  not  previously  published  for 
comment.  Deletion  of  one  duplicate,  DOT/CG  547  which  duplicated 
DOT/CG  638,  and  the  change  of  DOT/FHWA  218  to  DOT/OST 
90  because  of  an  organizational  change  are  effected  here  for  the  first 
time.  There  is  no  change  to  the  substance  of  these  two  notices.  All 
other  variations  are  editorial  such  as  change  of  addresses  or  minor 
organizational  designations.  Substantial  changes  are  not  introduced  in 
this  annual  compilation. 

During  1979  the  following  systems  have  been  deleted  by  Federal 
Register  announcements;  DOT/FAA  836,  DOT/OST  036,  DOT/ 
FRA  119,  DOT/NHTSA  405,  407,  444,  446,  452  and  456,  DOT/ 
FHWA  214. 

During  1979  the  following  new  systems  of  records  have  been 
announced  by  publication  in  the  Federal  Register:  DOT/OST  100 
and  101,  DOT/FHWA  222,  DOT/TSC  716,  DOT/UMTA  182, 
DOT/NHTSA  468  and  469. 

Two  General  Routine  Uses  which  apply  to  all  systems  where 
appropriate  were  published,  one  permitting  the  Inspector  General 
access  to  records  where  there  is  a  need  for  access  in  the  performance 
of  duty,  and  the  other  to  permit  “matching”  lists  of  names  under 
certain  programs  and  limitations. 

All  of  the  above  are  included  in  the  annual  publication  in  the 
Federal  Register  for  1979,  which  supersedes  the  previous  publica¬ 
tion  on  September  19,  1977  and  the  update  August  28,  1978,  FR  Vol. 
42,  page  47036  and  Vol.  43,  page  38508,  respectively. 

I.ssued  in  Washington,  D.C.  on  February  11,  1980. 

Robert  L.  Fairman, 

Deputy  Assistant  Secretary  for  Administration. 
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DOT/OST  016  General  Investigations  Record  System 
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EDOT/OST  034  Personnel  Records 
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portation 
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EDOT/OST  043  Telephone  Directory  and  Local  System 
EDOT/OST  044  Travel  and  Transportation  Management  File 
EDOT/OST  045  Unsolicited  Contract  or  Research  and  EDevelop- 
ment  Proposals  Embodying  Claims  of  Proprietary  Rights 
EDOT/OST  046  Visit  Control  Records  System 
DOT/OST  048  Transportation  Research  Activities  Information 
Service  (TRAIS) 

EDOT/OST  049  Transportation  Research  Information  Service  on 
line  (TRIS-On-Line) 

EDOT/OST  050  Executive  Team  Cadre  Listings  and  Emeroency 
Alerting  Schedules  for  Continuity  of  Operations  Plan  of  the  Office  of 
the  Secretary,  and  the  Operating  Elements  of  the  Department  of 
Transportation  and  Similar  Listings  Designed  for  Management  Con¬ 
venience  within  IDOT  and  the  Operating  Elements. 

EDOT/OST  054  Time  and  Attendance  Report  (FHWA  Form  320 
(7-73)  for  the  Office  of  Emergency  Transporution  (DOT) 

DOT/OST  055  Application  for  U.S  Government  Motor  Vehicle 
Operator’s  Identification  Card  (Government  EDrivers  License) 
EDOT/O^  056  Garnishment  Files 
EDOT/OST  057  Honors  Attorney  Recruitment  Files 
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DOT/OST  058  Public  Information  Distribution  System 
DOT/OST  059  Files  of  the  Board  for  Correction  of  Military 
Records  (BCMR)  for  the  Coast  Guard 
DOT/OST  061  Records  of  Official  Time  Granted  Employees  for 
Performing  Representational  Functions. 

DOT/OST  090  Memorandum  of  Monthly  Performance  of  Key¬ 
punch  Operators 

DOT/OST  100  Investigative  Record  System 
DOT/OST  101  Office  of  Inspector  General,  Management  Informa¬ 
tion  System 

DOT/SLS  151  Claimants  under  Federal  Tort  Claims  Act 
DOT/SLS  152  Data  Automation  Program  Records 
DOT/SLS  153  Employees’  Compensation  Records 
DOT/SLS  155  Emergency  Operating  Records  (Vital  Records) 
DOT/SLS  156  Safety  Management  Information  System 
DOT/SLS  157  Vehicle  Operator  Identification  System 
DOT/TSC  700  Automated  Management  Information  System 
DOT/TSC  701  Employee  Travel  Records 
DOT/TSC  702  Legal  Counsel  Information  Files 
DOT/TSC  703  Occupational  Safety  &  Health  Reporting  System 
DOT/TSC  704  Stand-By  Personnel  Information 
DOT/TSC  706  Automated  Planning  System 
DOT/TSC  707  Automated  Manpower  Distribution  System 
DOT/TSC  708  Combined  Federal  Campaign  Information 
DOT/TSC  709  Minority  Information  Files 
DOT/TSC  711  Blood  Donor  Information  File 
DOT/TSC  712  Automated  Payroll/Personnel/Communications/ 
Security  System 

DOT/TSC  713  Employee  Payroll  -  Manpower  Distribution 
System 

DOT/TSC  714  Health  Unit  Employee  Medical  Records 
DOT/TSC  715  Bi-Weekly  Personnel  Status  Report 
DOT/TSC  716  UMTA  Technology  Sharing  Mailing  List 
DOT/UMTA  175  Personnel  Convenience  Rles 
DOT/UMTA  176  Blood-Donor  File 
DOT/UMTA  177  UMTA-Sponsored  Reports  Author  File 
DOT/UMTA  178  Minority  Recruitment  File 
IX)T/UMTA  179  Application  for  U.S.  Government  Motor  Vehi¬ 
cles  Operator’s  Identification  Card 
DOT/UMTA  180  Occupational  Safety  and  Health  Accident  Re¬ 
porting  System 

DOT/UMTA  181  Attendees  Names  and  Addresses  for  R  &  D 
Priorities 

DOT/UMTA  182  New  Systems  Survey  Response  Forms 
DOT/UMTA  190  Employee  Travel  Records 
DOT/UMTA  191  Travel  Advance  File 

DOT/UMTA  192  Urban  Transportation  Planning  System  (UTPS) 
Address  File 

DOT/UMTA  193  Docket 
DOT/UMTA  194  Litigation  and  Claims  Files 
IX)T/UMTA  195  Confidential  Statement  of  Employment  and  Fi¬ 
nancial  Interests 

DEPARTMENT  OF  TRANSPORTATION 
The  following  listing  is  the  1979  publication  of  Systems  of  Records 
required  by  the  Privacy  Act  of  1974.  This  replaces  the  Privacy  Act 
Issuances,  Annual  Publication  of  the  Department  of  Transportation, 
published  by  the  Federal  Register  on  Sept.  19,  1977,  Part  IV,  begin¬ 
ning  page  47036. 

NOTICE  OF  SYSTEMS  OF  RECORDS 

The  identification  of  the  operating  unit  or  units  within  the  Depart¬ 
ment  to  which  the  particular  system  of  records  pertains  appears  as 
‘DOT/’  followed  by  a  designating  abbreviation.  The  abbreviations 
and  their  meanings  are  as  follows: 

OST  -  Office  of  the  Secretary  of  Transportation 
CG  -  United  States  Coast  Guard 
FAA  -  Federal  Aviation  Administration 
FHWA  -  Federal  Highway  Administration 
FRA  -  Federal  Railroad  Administration 
NHTSA  -  National  Highway  Traffic  Safety  Administration 
RSPA  -  Research  and  Special  Programs  Administration 
SLS  -  Saint  Lawrence  Si^way  Development  Corporation 
TSC  -  Transportation  Systems  Center 
UMTA  •  Urban  Mass  Transportation  Administration 
PREFATORY  STATEMENT  OF  GENERAL 
ROUTINE  USES 

The  following  routine  uses  apply  to,  and  are  incorporated  by 
reference  into,  each  system  of  records  set  forth  below. 

1.  In  the  event  that  a  system  of  records  maintained  by  the  Depart¬ 
ment  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be  re¬ 
ferred,  as  a  routine  use,  to  the  appropriate  agency,  whether  federal. 


state,  local  or  foreign,  charged  with  the  responsibility  of  investigation 
or  prosecuting  such  violation  or  charged  with  enforcing  or  imple¬ 
menting  the  statute,  or  rule,  regulation  or  order  issued  pursuant 
thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  pertinent 
information,  such  as  current  licenses  if  necessary  to  obtain  informa¬ 
tion  relevant  to  a  Department  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal  agency,  in  response  to  its  request,  in  connec¬ 
tion  with  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  reporting  of  an  investigation  of  an  employee, 
the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

5.  The  information  contained  in  this  system  of  records  will  be 
disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  No.  A- 19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

6.  Disclosure  may  be  made  to  a  congressional  <^ice  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

7.  One  or  more  records  from  a  system  of  records  may  be  disclosed 
routinely  to  NARS  (GSA)  in  records  management  inspections  being 
conducted  under  the  authority  of  44  U.S.C.  2904  and  2906. 

8.  Access  to  Systems  of  Records  of  the  Department  is  authorized 
to  member(s)  of  the  Office  of  Inspector  General  where  the  records 
are  consider^  ’...pertinent  to  the  DOT  programs  or  operations  being 
reviewed.  Existing  orders  or  (internal)  directives  contrary  to  this 
provision  are  hereby  superseded.*  The  Secretary  of  Transporatation 
by  the  foregoing  has  clarified  the  role  of  Inspector  General  personnel 
‘who  have  need  for  the  record(s)  in  the  performance  of  their  duties.* 

9.  The  Department  may  make  available  to  another  agency  or 
instrumentality  of  any  governmental  jurisdiction,  including  State  and 
local  governments,  listings  of  names  from  any  System  of  Records  in 
the  Department  for  use  in  law  enforcement  activities,  either  civil  or 
criminal,  or  to  expose  fraudulent  claims,  regardless  of  the  stated 
purpose  for  the  collection  of  the  information  in  the  System  of  Rec¬ 
ords.  These  enforcement  activities  are  generally  referred  to  as 
‘matching’  programs  because  two  lists  of  names  are  checked  for 
match  using  automated  assistance. 

This  routine  use  is  advisory  in  nature  and  does  not  offer  unrestrict¬ 
ed  access  to  Systems  of  Records  for  such  law  enforcement  and 
related  antifraud  activities.  Each  request  will  be  considered  on  the 
basis  of  its  purpose,  merits,  cost  effectiveness  and  alternatives  using 
‘Guidelines  for  the  Conduct  of  Matching  Programs’  published  by  the 
Director,  Office  of  Management  and  Budget,  dated  March  30,  1979. 
APPENDIX  I 

LOCATION  OF  CG  DISTRICTS  AND  HEADQUARTERS 
UNITS. 

1.  COMMANDER 

1st  Coast  Guard  District 
150  Causeway  Street 
Boston,  MA  02114 

2.  COMMANDER 

2nd  Coast  Guard  District 
Federal  Building 
1520  Market  Street 
St.  Louis,  MO  63103 

3.  COMMANDER 

3rd  Coast  Guard  District 
Governors  Island 
«  New  York,  NY  10004 

4.  COMMANDER 

5th  Coast  Gu-rd  Dktrict 
Federal  Building 
431  Crawford  Street 
Portsmouth,  VA  23705 

5.  COMMANDER 

7th  Coast  Guard  District 
51  S.W.  1st  Ave. 

Miami,  FL  33130 

6.  COMMANDER 
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8th  Coast  Guard  District 

Customhouse 

New  Orleans,  LA  70130 

7.  COMMANDER 

9th  Coast  Guard  District 
1240  East  9th  St. 

Cleveland,  OH  44199 

8.  COMMANDER 

11th  Coast  Guard  District 
Heartwell  Bldg 
19  Pine  Ave 
Long  Beach,  CA  90802 

9.  COMMANDER 

12th  Coast  Guard  District 
630  Sansome  St. 

San  Francisco,  CA  94126  ' 
la  COMMANDER 
13th  Coast  Guard  District 
Federal  Bldg 
913  Second  Ave. 

Seattle,  WA  98174 
II.  COMMANDER 
14th  Coast  Guard  District 
P.O.  Box  48 

FPO  San  Francisco,  CA  96610 
IX  COMMANDER 
17th  Coast  Guard  District 
FPO  Se  ttle,  CA  98771 

13.  COMMANDER 

U  S.  COAST  GUARD  ACAdemy 
New  London.  CT  06320 

14.  COMMANDING  OFFICER 
U  S.  COAST  GUARD  YARD 
Curtis  Bay, 

Baltimore,  MD  21225 

15.  COMMANDING  OFFICER 
US  COAST  GUARD 
TRAINING  CENTER 
Governors  Island 

New  York,  NY  10004 

16.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Training  Center 
Cape  May,  NJ  08204 

17.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Training  Center 
Government  Island 

Alemeda,  CA  94501 

18.  COMMANDING  OFFICER 
U.S.  Coast  Guard 

Supply  Center 
830  3rd  Ave 
Brooklyn,  NY  11232 

19.  COMMANDING  OFFICER 

U.S.  COAST  GUARD  INSTITUTE 
P.O.  Substation  18 . 

Oklahoma  City,  OK  73169 

20.  COMMANDING  OFFICER 
U.S  COAST  GUARD 

AIRCRAFT  REPAIR  &  SUPPLY  CENTER 
Elizebeth  City,  NC  27909 

21.  COMMANDING  OFFICER 
U.&  Coast  Guard  Aviation 
Training  Center 

Mobile,  AL  36608 
2X  COMMANDING  OFFICER 
U.S.  COAST  GUARD  RADIO 
STATION  NHM) 

7223  Telegraph  Rd. 

Alexandria,  VA  22310 

23.  COMMANDING  OFFICER 
U.&  COAST  GUARD  RESERVE 
TRAINING  CENTER 
Yorktown,  VA  23490 

24.  OFFICER  IN  CHARGE 
RECORD  DEPOT 

U.S.  Coast  Guard  Air  Station 
Elizebeth  Oty.  NC  27909 

25.  COMMANDER.  COAST  GUARD 
ACTIVITIES,  EUROPE 

London 
Box  50 

FPO  New  York,  NY  09510 

26.  COMMANDING  OFFICER 


U.S.  COAST  GUARD 
TRAINING  CENTER 
Petaluma,  CA  94952 

27.  COMMANDER 

U.S.  COAST  GUARD  AIR  BASE 
Elizebeth  City,  NC  27909 

28.  COMMANDING  OFFICER 
U.S.  COAST  GUARD 
ELECTRONICS  ENGINEERING 
r'FwxT?® 

Wildwood,  NJ  08260 

29.  COMMANDING  OFFICER 
RESEARCH  St  DEVELOmENT  CENTER 
Avery  Point 

Grot^  CT  06340 

30.  COMMANDING  OFFICER 

U.S.  COAST  GUARD  OCEANOGRAPHIC  UNIT 
Building  159E.  Navy  Yard  Annex 
Washington,  D.C..  20590 

DOT/CG  SOL 

System  name:  Auxiliary  Management  Information  System 

(AUXMIS).  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Office  of  Boating  Safety,  G-BAU, 

2100  2nd  Street,  SW,  Room  4304, 

Washington,  DC  20593.  ^ 

Categories  of  indlTiduals  covered  by  the  system:  All  present  Coast 
Guard  Auxiliarists. 

All  Auxiliarists  disenrolled  since  1974. 

Categories  of  records  in  the  system:  Personal  information  (name, 
address,  birthdate.  Social  Security  Number  (SSN),  phone  number). 
Auxiliary  qualifications  information  (Instructor,  Examiner. 
Speci^ty). 

Auxiliary  Activities  information  (patrols  conducted,  classes 
taught). 

Information  on  boats,  radio  stations  or  aircraft  owned  by 
Auxiliarists. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Cumulative  unit  and 
individual  activity  summaries  for  use  as  a  management  tool  by  aH 
Auxiliary  units. 

Identification  cards  for  all  Auxiliary  members. 

Alphabetical  nationwide  cross-reference  listing  for  use  by 
headquarters  and  district  oflice  stafb. 

Mailing  labels  for  district  mailings  to  Auxiliarists. 

An  annual  member  summary  of  all  information  on  each  member 
which  is  mailed  directly  to  the  member  concerned. 

Used  by: 

District  Directors  of  Auxiliary. 

Chief  Director  of  Auxiliary. 

All  elected  and  appointed  officers  of  the  Auxiliary. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  AUXMIS  master  records  contain  personal  and  activity 
information  concerning  USCG  Auxiliarists  and  Director  of  Auxiliary 
(DIRAUX).  Each  person’s  record  consists  of  500  characters.  The 
approximately  50,000  records  which  are  stored  in  the  system  present¬ 
ly  are  stored  on  toth  magnetic  tape  and  magnetic  disk. 

Retrievability:  The  current  AUXMIS  master  file  residing,  on  mag¬ 
netic  disk  is  retrieved  by  number  and  name  of  the  individual  and  can 
be  accessed  by  those  Directors  of  Auxiliary  with  access  to  the  CDC- 
3300  system  at  any  time.  Those  DIRAUX  without  access  to  the 
CDC-3300  can  request  inquiries  to  be  done  at  the  c«itral  site  by  the 
Office  of  Boating  Safety. 

Safeguards:  The  master  files  cannot  be  accessed  without  the 
proper  control  cards.  All  DIRAUX  and  Chief,  Director  of  Auxiliary 
have  the  means  available  to  access  the  master  files. 

Retention  and  disposal:  Retention  of  weekly  tape  files  is  180  days 
at  which  time  they  are  erased 

Retention  of  disk  files  is  1  week,  and  then  updated. 

Retention  of  the  year-end  tape  file  is  permanent. 

System  manageris)  and  address:  Chief  Director  of  Auxiliary,  G- 
BAU, 

Department  of  Transportation, 

United  States  Coast  Guard, 

2100  2nd  Street,  SW, 
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Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation 
United  States  Coast  Guard  Headquarters, 

Management  Analysis  Division,  G-CMA, 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Individuals  in  the  Auxiliary  have  their 
record  available  on  a  quarterly  basis  in  the  Flotilla  Roster  produced 
for  their  flotilla.  All  information  except  the  Social  Security  Number 
and  date  of  birth  is  on  the  Flotilla  Roster.  On  an  annual  basis,  the 
member  receives  a  personal  report  concerning  himself  only  which 
contains  all  elements  of  his  record.  At  any  time  during  the  year, 
members  of  the  Auxiliary  can  request  through  the  DIRAUX  where 
attached  for  access  to  their  member's  jacket  retained  by  DIRAUX  or 
can  request  a  report  in  the  annual  report  format. 

Contesting  record  procedures:  Record  content  can  be  contested  at 
any  time,  and  if  error  is  found  all  DIRAUX  have  the  means  to 
correct  individual  records.  Members  are  provided  the  means  to  cor¬ 
rect  their  own  addresses,  SSN’s,  names  and  phone  numbers  and 
occupations. 

Record  source  categories:  All  records  pertaining  to  Auxiliarists  are 
derived  from  forms  which  are  filled  out  by  the  individuals  involved 
on  a  voluntary  basis. 

DOT/CG  503. 

System  name:  Motorboat  Registration.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-BD-1), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Boat  owners  regis¬ 
tering  for  the  issuance  of  boat  identification  numbers  for  boats  re¬ 
cord^  in  the  States  of  Washington,  Alaska,  and  New  Hanpshire  and 
in  American  Samoa. 

Categories  of  records  in  the  system:  Tapes;  (Computer  listings  on 
disk  with  information  on  boat  owner:  name,  ^dress,  and  boat  infor¬ 
mation). 

Printouts-  Same. 

Office  files-  Same. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by: 

Authorized  Coast  Guard  Personnel  involved  in  the  Coast  Guard 
boating  safety  program. 

To  renew  old  registrations  to  issue  new  number  to  all 
motorboats. 

The  purpose  of  the  numbering  system  is  for  identification  of 
recreational  boats  in  case  of  accident,  loss,  theft,  or 
abandonment. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

All  records  are  maintained  in  file  cabinets. 

Retrievability:  By  name/number. 

Safeguards:  Only  authorized  office  personnel  have  access  to  sub¬ 
ject  files.  All  personnel  screened  prior  to  allowing  access.  Building 
secured  and  guarded  after  duty  hours. 

Retention  and  disposal:  Records  are  retained  permanently. 

System  manageris)  and  address:  Chief,  Office  of  Boating  Safety, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Contact: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual  whose 
record(s)  are  being  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  visiting 
Coast  Guard  Headquarters  or  writing  to: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 


Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Contesting  record  procedures:  Same  as  'Record  Access  Procedure.* 

Record  source  categories:  Individual  ai^licant. 

DOT/CG  505. 

System  name:  Recreational  Boating  Law  Enforcement  Case  Files. 
DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-B), 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

And  at: 

Coast  Guard  District  Offices  and  Headquarters  unit  offices  for 
records  of  incidents  in  their  localities.  Addresses  in  Appendix 
1. 

Categories  of  individuals  covered  by  the  system:  Owners/operators 
of  vessels  found  in  violation  of  Federal  recreational  boating  laws  or 
regulations. 

Categories  of  records  in  the  system:  Case  files  containing  names  of 
violators,  their  addresses  and  social  security  numbers,  together  with 
descriptions  of  boats  and  notations  of  the  alleged  violations  of  Feder¬ 
al  boating  laws,  and  copies  of  correspondence  relating  to  the  disposi¬ 
tion  of  any  penalty  involved. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  contained  in 
this  system  is  used  by  authorized  Coast  Guard  employees  in  perform¬ 
ance  of  their  duties  to  determine  the  appropriate  enforcement  action 
to  be  taken  by  the  Coast  Guard  in  individual  cases  as  well  as 
providing  a  record  of  repeated  offenders. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Information  in  this  system  is  maintained  on  index  cards, 
in  logbooks,  and  in  file  folders. 

Retrievability:  Information  is  retrieved  by  name  of  individual  in 
alphabetical  file. 

Safeguards:  Information  available  only  to  authorized  personnel. 
Files  maintained  in  office  in  building  which  is  secured  during  non¬ 
working  hours  and  which  has  a  roving  guard  patrol. 

Retention  and  disposal:  Records  in  system  maintained  for  three 
years  before  disposal  by  mutilation  or  burning. 

System  manageris)  and  address:  Chief,  Office  of  Boating  Safety, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  the  Commandant  (G-CMA)  at  the  address  in  ‘System 
Manager*,  or  by  visiting  the  local  Coast  Guard  District  or  Unit 
where  incident  occurred. 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identification  card,  driver's  license  or  similar 
document  is  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure.* 

Record  source  categories:  Information  obtained  from  reports  of 
Coast  Guard  boarding  officers  and  marine  safety  investigations  as 
well  as  from  reports  by  citizens  concerning  possible  violations  of  law 
or  regulation. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  may  be  exempt  from  disclosure  under  the  provisions  of 
5USC  552a  (KX2)  which  provide  in  part,  that  investigatory  material 
compiled  for  law  enforcement  purposes  may  be  withheld  from  dis¬ 
closure  to  the  extent  that  the  identity  of  the  source  of  the  information 
would  be  revealed  by  disclosing  the  investigatory  record,  and  the 
source  has  received  an  express  guarantee  that  his  identity  would  be 
held  in  confidence,  or,  prior  to  the  effective  date  of  this  section,  if 
the  source  received  an  implied  promise  that  his  identity  would  be 
held  in  confidence. 
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DOT/CG  507. 

System  name:  Coast  Guard  Supplement  to  the  Manual  of  Courts 
Martial  Investigations.  DOT/CO. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG),  . 

Commandant  (G-L), 

2100  2nd  Street,  SW,  Washington,  DC  20593. 

Categories  of  indiriduals  covered  by  the  system:  Military  and  civil¬ 
ian  employees  of  the  Coast  Guard  and  other  individuals  who  may  be 
involv^  in  any  Coast  Guard  investigation. 

Categories  of  records  in  the  system:  Investigations  into  injuries  to 
Coast  Guard  personnel,  mishaps  involving  vessels,  aircraft  and  vehi¬ 
cles. 

Incidents  involving  fires,  explosions,  for  loss  or  destruction  of 
classified  materid. 

Circumstances  involving  equipment  failures  and  property 
damage,  loss,  or  destruction. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized  Coast 
Guard  personnel  in  connection  with  the  performance  of  their  official 
duties  which  include,  but  are  not  limited  to; 

Accident  prevention. 

Payment  of  disability  benefits. 

Improvement  of  internal  Coast  Guard  procedures  and  practices. 
Reports  are  used  in  connection  with  the  resolution  of  claims 
against  the  Coast  Guard  as  well  as  claims  asserted  by  the 
government. 

Reports  are  transmitted  to  the  Veterans  Administration  to  assist 
that  agency  in  determining  entitlement  to  benefits  administered 
by  it. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  storage  cabinets  in  division  files 
for  two  years  and  then  forwarded  to  the  Federal  Records  Deposi¬ 
tory. 

Retrievability:  Card  index  maintained  permitting  access  to  individ-  * 
ual  investigations  by  listing  identifiable  data  such  as  name  of  person, 
vessel  or  other  facility  involved  in  investigation. 

Safeguards:  Authorized  personnel  are  granted  access  to  these 
records  in  connection  with  the  performance  of  their  official  duties. 
Records  are  disclosed  to  members  of  the  public  under  the 
provisions  of  the  FOIA.  These  requests  are  considered  on  a 
case  by  case  basis. 

Retention  and  disposal:  Records  are  maintained  in  division  files  for 
two  years  and  then  forwarded  to  Federal  Records  Depository 

System  managerfs)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Written  request  must  be  signed  by  the 
individual.  Write  to  or  visit: 

Department  of  Transportation, 

Umted  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  All  individuals  whose  conduct  is  the 
subject  of  these  investigations  are  designated  at  the  outset  as  parties 
to  these  investigations  and  accorded  their  rights  as  such.  Following 
completion  of  the  investigative  reports,  parties  will  be  provided  with 
copies  upon  request. 

At  all  subsequent  times  parties  may  have  access  to  the 
investigative  records  by  writing  to  or  visiting  Commandant 
(G-CMA),  at  the  address  in  ‘Notification  Procedure*  above  or 
the  local  unit  to  which  assigned. 

Proof  of  identity  may  be  required  prior  to  release  of  records. 
Military  identification,  driver’s  license  or  similar  document 
will  be  considered  suitable  identification. 

Contesting  record  procedures:  A  party  has  the  right  to  make 
argument  and/or  submit  statements  on  his  own  behalf  during  the 
course  of  an  investigation  or  subsequent  to  its  conclusion.  Write  or 
visit  locations  as  indicated  in  ‘Record  Access  Procedure.* 

Record  source  categories:  Coast  Guard  investigating  officers,  mili¬ 
tary  and  civilian  personnel. 


DOT/CG  508. 

System  name:  Claims  and  Litigation.  DOT/CG. 

System  locatfoo:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-L), 

2100  2nd  Street,  SW,  Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Individuals,  corpo¬ 
rations,  insurance  companies,  estate  ^ministrators. 

Categories  of  records  in  the  system:  Suits  and  claims  for  and 
against  the  Coast  Guard. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  cognizant  Coast 
Guard  personnel,  and  attorneys  handling  cases. 

For  review  purposes  and  determination  as  to  the  validity  of 
claims. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  cabinets. 

Retrievability:  Two  card  index  files,  one  alphabetic  and  one  nu¬ 
meric,  maintained  for  cross  reference. 

Safeguards:  Access  is  limited  to  Coast  Guard  and  civilian  employ¬ 
ees  of  the  Claims  and  Litigation  Division  granted  in  connection  with 
official  duties. 

Retention  and  disposal:  Records  maintained  for  five  years  and  then 
forwarded  to  the  Federal  Records  Center.  Card  index  flies  retained 
indefinitely. 

System  manager(s)  and  address:  Chief  Counsel, 

*  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notiflcation  procedure:  Written  request  must  be  signed  by  the 
individual.  Write  or  visit: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMAO  at  the  address  in  ‘Notification 
Procedure*  above 

Proof  of  identity  may  be  required  prior  to  affording  access  to 
records:  A  military  identincation  card,  a  drivers  licenses  or 
similiar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Information  obtained  from  Coast  Guard 
military  and  civilian  personnel,  members  of  the  public,  and  Coast 
Guard  investigating  officers. 

DOT/CG  509. 

System  name:  Non-Judicial  Punishment  Report.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-L), 

2100  2nd  Street,  SW,  Washington,  E)C  20593. 

Categories  of  individuals  covered  by  the  system:  Coast  Guard 
military  personnel  who  have  been  subject  to  non-judicial  punishment 
proceedings  under  Article  15  of  the  Uniform  Code  of  Military  Jus¬ 
tice. 

Categories  of  records  in  the  system:  Records  of  Proceedings  under 
Article  15,  Uniform  Code  of  Military  Justice. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Coast  Guard 
Personnel,  in  connection  with  military  justice  administration. 

Records  provide  statistical  data  concerning  the  number  of 
proceedings  held,  units  holding  proceeding,  offenses 
committed,  punishments  impo^,  and  background  data  of 
individuals  concerned. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  cabinet. 

Retrievability:  By  name. 
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Safeguards:  Records  are  made  available  to  authorized  personnel. 
Records  are  maintained  in  building  with  limited  access  during  non- 
working  hours  and  with  roving  security  patrol. 

Retention  and  disposal:  New  system,  disposal  pmedures  not  as 
yet  established.  Back-up  material  dispose]  of  after  introduction  into 
system. 

System  manageKs)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX  - 
2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Record  act«ss  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA),  at  the  address  in  ‘Notification 
Procedure*  above  or  the  local  Coast  Guard  District  Office  in  the  area 
in  which  the  individual  is  assigned  to  duty. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Information  from  individual  service  rec¬ 
ords  and  from  proce^ings  conducted. 

DOT/CG  510. 

System  name:  Records  of  trial:  Special,  General  and  Summary 
Courts-Martial.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-LX  ’ 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system: .  Any  individual 
who  is  tried  by  court  martial  in  the  Coast  Gtiard. 

Categories  of  records  in  the  system:  Reccn-ds  of  trial. 

Routine  uses  of  records  maintained  in  the  system,  inchitfing  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  are  public  records 
available  to  anyone. 

Review. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  cabinets. 

Retrievahility:  Filed  alphabetically  by  name  of  individual. 
Safeguards:  Maintained  in  file  cabinets  in  building  with  limited 
access  during  non-working  hours  and  with  roving  security  patrol. 

Retention  and  disposal:  Retained  permanently.  Maintained  for  two 
years,  reviewed  by  System  Manager  and  then  transferred  to  Federal 
Records  Center. 

System  managers)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593.  ^ 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visitingCommandant  (G-CMA)  at  address  in  *Notification  Pro¬ 
cedure*  above. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Trial  proceedings  and  subsequent  statu¬ 
tory  reviews  -  Court  of  Military  Review,  Court  of  Militate  Appeals 
and  Chief  Counsel  of  the  Coast  Guard. 

DOT/CG  511. 

System  name:  Legal  Assistance  Case  File  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CGX 
Commandant  (G-L), 

2100  2nd  Street,  SW, 

Washin^on,  DC  20593. 

System  is  also  located  at: 

United  States  Coast  Guard  District  Legal  Offices  and 


Legal  Offices  of  Coast  Guard  Units.  See  Appendix  I  for 
addresses  of  the  District  and  other  legal  offices. 

Categories  of  individuals  covered  by  the  ^stem:  Clients  of  officers 
assign^  to  render  legal '  assistance  regarding  the  perwnal  affairs  of 
Coast  Guard  military  members. 

Categories  of  records  in  the  system:  Records  contain  information 
concerning  the  matters  handled  by  these  officers  for  clients. 

Routine  uses  of  records  maintained  in  the  systei^  including  catego¬ 
ries  of  users  and  the  pnrpom  of  such  uses:  The  information  is  used 
on  behalf  of  clients  in  providing  legal  assistance. 

These  records  are  also  used  to  prepare  statistical  reports 
concerning  a  legal  officer’s  time  utilization. 

The  Prefatory  Statement  Routine  Uses  applies  to  records  in 
this  system  only  to  the  extent  that  their  disclosure  would  not 
constitute  a  violation  of  the  judicially  recognized  privilege 
attaching  to  attorney-client  communications  and  of  the  ethical 
and  professional  responsibilities  of  lawyers  under  the 
American  Bar  Association’s  Code  of  l^ofessional 
Responsibility. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Normally,  written  records  kept  in  file  folders.  . 

Retrievahility:  Alphabetical  indexes  by  name  of  member. 

Safeguards:  Kept  in  office  space  or  filing  cabinets  which  are 
normally  locked  during  non-wooing  hours.  Building  patrolled  by 
roving  security  guards  ^ter  duty  hours. 

Retention  and  disposal:  Records  retained  as  long  as  needed  to 
serve  client  or  as  long  as  deemed  necessary  by  the  legal  officer. 
Disposal  is  by  whatever  means  considered  appropriate  by  the  legal 
oflfi^,  depending  on  the  contents  of  the  record  involved. 

System  managers)  and  address:  Chief  CounseX 


2100  2nd  Street,  SW, 

Washmgton,  DC  20^3. 

District  or  unit  legal  offices: 

Senior  Counsel,  for  records  maintained  at  the  particular  location 
(See  Appendix  I  for  addresses). 

Notification  procednre:  Requests  for  determination  whether  this 
system  contains  records  concerning  an  individual  should  be  made  in 
writing  or  in  person  to: 

E)epartment  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  These  records  are  available  in  the  Office 
of  Chief  Counsel  at  Coast  Guard  Headquarters  or  within  the  legal 
offices  in  the  various  Coast  Guard  districts  or  units,  dependent  on 
where  legal  assistance  was  rendered. 

A  military  identification  card  or  other  comparable  identification 
will  be  required  to  be  shown  by  persons  seeking  access  to 
their  legal  assistance  records. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting  the 
contents  of  these  records  or  for  appealing  inhia]  determinations  by 
the  custodian  therof  not  to  disclose  any  part  of  these  records  shall  be 
controlling.  These  rules  may  be  obtain^  by  writing:  Commandant 
(G-CMA)  at  the  address  list^  in  ‘Notification  Procedure.* 

Record  source  categories:  Inforination  in  this  record  system  is 
obtained  from  the  client  involved  and  as  a  result  of  any  subsequent 
investigation  by  the  legal  officer  on  behalf  of  the  client 

DOT/CG  516. 

System  name:  Coast  Guard  Military  Discrimination  Complaints. 
DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CGX 
Commandant  (G-H), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Records  are  also  maintained  at: 

Each  District  Office  and  Headquarters  Unit  at  the  addresses  in 
Appendix  I. 

Categories  of  individuals  covered  by  the  system:  Coast  Guard 
Military  Personnel. 

Categories  of  records  in  the  system  Files  ctMitain  discrimination 
compkints  filed  by  Coast  Guard  mihtary  personnel  or  their  repre¬ 
sentatives  and  correspondence  resulting  therefrom. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Department  of  Transpor¬ 
tation,  Office  of  Civil  Rights: 

Used  for  investigations  of  complaints  and  arriving  at  decisions 
for  resolution  of  complaints. 

Coast  Guard  Headquarters  Military  Personnel  Office: 

Used  for  information  in  making  personnel  administration 
decisions. 

Coast  Guard  Headquarters,  Commandant,  Vice  Commandant, 
Congressional  Liaison:  Used  to  answer  correspondence  being 
sent  to  Congressional  representatives,  federal  and  state 
officials,  and  nationally  recognized  organizations  who  are 
representing  the  individual. 

Coast  Guard  Headquarters,  Office  of  Civil  Rights  and  the 
Military  Equal  C^portunity  Division: 

Used  to  take  care  of  discrimination  complaints  and  the 
correspondence  precipitated  therefrom  and  maintain  a  file  on 
it 

All  Coast  Guard  Commands: 

Used  to  bring  a  complaint  to  a  satisfactory  conclusion,  where 
possible. 

Sm  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  kept  in  file  cabinets. 

Retrievability:  System  is  kept  by  alphabetical  file,  service  number 
and/or  social  security  number,  rank/rate,  and  Coast  Guard  unit. 

Safeguards:  During  normal  working  hours  access  to  records  is 
controlled  by  office  personnel;  during  non-working  hours  the  build¬ 
ing  is  guard^  by  a  roving  security  patrol. 

Retention  and  disposal:  Files  are  kept  permanently. 

System  manageKs)  and  address:  Chief,  Office  of  Civil  Rights, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW,  Washington,  DC  20593. 

Notification  procedure:  Contact  the  following  office  in  writing  or 
in  person: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure'  or  the  local  office  where  the  record  is  filed. 

Prior  written  notification  of  personal  visits  is  required  to  insure 
that  the  records  will  be  available  at  the  time  of  visit. 

Proof  of  identity  will  be  required  prior  to  affording  access  to 
records.  A  military  identification,  driver’s  license  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  From  individuals  or  their  representatives 
submitting  complaints,  congressional  correspondence,  personnel  serv¬ 
ice,  records.  Coast  Guard  Headquarters  and  Coast  Guard  units  corre- 
s]X)ndence,  individuals  and  organizations  volunteering  information 
pertinent  to  complaints. 

DOT/CG  517. 

System  name:  Complaints  of  Discrimination.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-H), 

2100  2nd  Street,  SW, 

Washin^on,  DC  20593. 

Each  District  and  Headquarters  Unit:  See  addresses  in  Appendix 
I. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
(including  non-appropriated  funds  employees)  and  applicants  for  em¬ 
ployment. 

Categories  of  records  in  the  system:  Various  memoranda,  letters, 
statements,  statistics  and  .other  information  related  to  the  situation 
which  prompted  the  person  to  allege  discrimination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpos^  of  such  uses:  Investigating  and  process¬ 
ing  complaints  of  discrimination  by  personnel  m  Office  of  Civil 
Rights,  Investigators,  Hearing  Examiners,  Employee  Representatives, 
Coast  Guard  Officials. 


See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Ty|^,  hand-written,  printed  material  stored  in  folders  in 
metal  filing  cabinets. 

Retrievability:  Indexed  by  name  and  Coast  Guard  installation. 
Safeguards:  Screening  of  personnel,  need  to  know  basis. 

After  duty  hours,  building  is  secured  and  roving  security  guards 
are  on  duty. 

Retention  and  disposal:  Maintained  indefinitely. 

System  managerfs)  and  address:  Chief,  Office  of  Civil  Rights, 
Department  of  Tran^rtation, 

Umted  States  Coast  Guard  He^quarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Notification  procedure:  Contact  the  following  office  in  person  or 
in  writing: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  the  Commandant  (G-CMA)  at  the  address  in  ‘Notifica¬ 
tion  Procedure'  or  the  local  activity  where  the  complaint  was  filed. 
Prior  written  notification  of  personal  visits  is  required  to  insure 
that  the  records  will  be  available  at  the  time  of  visit. 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identification  card,  drivers  license  or  similar  document 
will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Interviews  with  complainant,  employees, 
management  officials;  personnel  records,  internal  Coast  Guard  memo¬ 
randa. 

DOT/CG  525. 

System  name:  Active  Duty  Military  Payroll  System.  DOT/CG. 
System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FPS/71), 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

System  is  used  throughout  the  Coast  Guard.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members. 

Catbgories  of  records  in  the  system:  Pay  and  allowances  records. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Prepare  check  tapes. 
Prepare  listings  and  reports  for  various  USCG  offices. 

Reports  of  funds  expended. 

Reports  of  earnings  to  state  and  city  taxing  authorities. 

Listing  (Reamings  to  appropriate  taxing  authoriites. 

W-2  and  federal  tax  reporting  to  the  Internal  Revenue  Service. 
FICA  reporting. 

Produce  runs  for  reconciliation  of  allotments. 

Produce  mailing  labels. 

Used  by  Coast  Guard  employees  in  performance  of  official 
duties  in  preparing  and  maintaining  the  Active  Duty  Military 
Payroll  System. 

See  Prefatory  Statement  of  General  Routine  Uses.  ^ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  cabinets.  Check  tapes  are 
retained  in  tape  library. 

Retrievability:  Records  are  indexed  alphabetically,  check  ta{>es  are 
indexed  by  tape  number. 

Safeguards:  Access  is  limited  to  user  staff  members. 

Secured  building  after  duty  hours. 

Retention  and  disposal:  Pay  records  are  retained  until  closed  (6 
months)  and  then  transferred  to  Headquarters,  Pay  Systems  Branch. 
Payroll  listings  are  retained  for  3  years  and  then  transferred  to  a 
Federal  Records  Center. 

Tapes  retained  for  6  years  and  then  destroyed.  _ 

System  managerfs)  and  address:  Chief,  Office  of  Personnel, 
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Department  of  Tran^itation. 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Notification  proc^nre:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G*CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  the  Commandant  (G*CMA)  at  the  address  in  ‘Notifica¬ 
tion  Procedure*,  or  die  local  Coast  Guard  District  for  the  area  in 
which  an  individual’s  duty  station  is  located.  See  Appendix  I  for 
addresses. 

Proof  of  identity  will  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Information  is  obtained  from  the  individ¬ 
ual,  Coast  Guard  personnel  and  payroll  oflices  and  the  Department 
of  Defense. 

DOT/CG526. 

System  name:  Adjudication  and  Settlement  of  Claims  System.  DOT/ 
CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Partial  systems  are  located  at  Coast  Guard  Districts  and  Units. 
See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members. 

Reserve  military  members. 

Retired  military  members. 

Civilian  employees. 

Categories  of  records  in  the  system:  Claims  arising  out  of  disputes 
concerning  amounts  of  pay  received. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  reach  a  final  decision 
as  to  entitlements  of  claimants. 

To  use  as  precedential  data  in  the  resolution  of  similar  questions 
in  the  future. 

Used  by  authorized  Coast  Guard  officials  and  officials  of  the 
IRS,  GAO,  and  the  Civil  Service  Commission,  as  required. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  manually  in  file  folders. 

Retrievability:  Claims  in  the  file  are  filed  and  retrieved  by  claim¬ 
ant  name. 

Safeguards:  Access  is  limited  to  authorized  officials  by  screening 
of  personnel. 

Maintained  in  Government  building  having  roving  security 
guards  after  duty  hours. 

Retention  and  disposal:  After  adjudication  and  settlement,  most 
submissions  are  disposed  of.  A  limited  number  of  such  submissions 
are  retained  for  precedential  value,  as  required. 

System  manageKs)  and  address:  Chief,  Office  of  Comptroller, 

*  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  rigned  by  the  individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  Commmidant  (G-CMA)  at  the  address  in  ‘Notification 
Procedures*  or  the  local  Cof^  Guard  District  or  Unit  administrative 
officer  for  the  area  in  which  an  individual’s  duty  station  is  located. 
See  Appendix  I  for  locations. 


Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Sources  include:  the  individual,  CG 
payroll  offices,  legal  staff,  investigators.  Office  of  Personnel,  Comp¬ 
troller  General  (GAO)  and  congressional  correspondence. 

DOT/CG  527. 

System  name:  Allotment  System  (Military).  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washingttm,  DC  20593. 

Categories  of  individuals  covered  by  the  systmn:  Active  Duty 
Military  Members. 

Retired  Military  Members. 

Categories  of  records  in  the  system:  Allotment  deductions  from 
active  duty  military  pay  and  retired  military  pay. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Us^  by  authorized 
personnel  to  pref^re  tapes  and  vouchers  for  cutting  checks  and 
bonds  for  submission  to  banks,  charity  organizations,  dependents  or 
other  institutions  and  firms  as  authorize  by  individuals. 

Various  reports  as  required  by  USCG  offices. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Main  records  are  maintained  on  microfilm,  others  are 
filed  manually  in  file  folders. 

Retrievability:  Microfilm  records  are  indexed  alphabetically/SSN, 
file  folders  by  ACO  number  and  alphabetically.  Retrieved  by  name/ 
number. 

Retention  and  disposal:  Files  are  maintained  until  individual  is 
discharged  from  service  or  expires.  Records  are  then  shipped  to  a 
Federal  Records  Center. 

System  manageKs)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Contact  the  following  oHice  in  per.son  or 
in  writing: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  unit  for  the  area  in 
which  an  individual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identitifleation  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Sources  include:  the  individual  and 
USCG  payroll  offices. 

DOT/CG  528. 

System  name:  Centralized  Reserve  Pay  and  Retirement  System. 
DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

System  is  also  located  at  District  Offices  and  other  Field  Units. 
See  Appendix  I  for  locations. 

Categories  of  Individuals  covered  by  the  system:  United  States 
Coast  Guard  Reserve  Members. 

Categories  of  records  in  Ae  system:  Master  Pay  and  Retirement 
Point  Credits  Record. 


Federal  Register  /  Vol.  45,  No.  36  /  Thursday,  February  21,  1980  /  Notices 


11695 


Master  Personnel  Data  Accounting  Record. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Lbed  to  prepare  monthly 
payroll  and  all  associated  listings. 

Used  also: 

For  preparation  of  budgets. 

For  accounting  purposes. 

To  compute  pay  and  pcmts. 

The  compilation  of  data. 

Permanent  pay  and  points  records  (retirement  data). 

.  W-2  wage  and  federal  tax  reporting. 

To  report  earnings  to  state  and  city  taxing  authorities. 

Used  by  authorize  Coast  Guard,  IRS,  GAO,  and  other  Agency 
Officials  as  required. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Microfilm  of  payroll  retained  in  Reserve  Pay  Branches 
and  Districts. 

Records  are  filed  manually  in  filing  cabinet 
Retrievability:  Records  are  indexed  alphabetically  by  name  of 
Reservist  and  CG  Unit  Number. 

Records  are  retrieved  by  name/number. 

Safeguards:  Access  is  limited  to  user  staff  members. 

Stored  in  secured  building  after  duty  hours. 

Retention  and  disposal:  Microfilm  and  records  are  retained  until 
member  is  discharged  or  retired.  Three  years  subsequent  to  retire¬ 
ment  or  discharge,  records  are  transferred  to  a  F^eral  Records 
Center. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20S93. 

Notification  procedure:  Department  of  Transportation. 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  Unit  administrative 
officer  for  the  area  in  which  an  indiviudal’s  duty  station  is  located. 
Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Sources  include: 

The  District  Commander  and  Office  of  Reserve. 

The  individual. 

Unit  Commanding  Officers. 

District  Commanders. 

Office  of  the  Reserve. 

DOT/CG  529. 

System  name:  Civilian  Payroll  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Federal  Aviation  Administration  (FAA), 

Aeronautical  Center  (AAC-24), 

P.O.  Box  25735„ 

Oklahoma  Oty,  OK  73 125. 
and: 

Commanding  Officer, 

Coast  Guard  Yard, 

Curtis  Bay, 

Baltimore,  MD  21226. 

Categories  of  individaala  covered  by  the  system:  Civilian  employ¬ 
ees. 

Categories  of  records  in  the  system:  Earnings  and  leave. 

Retirement  records. 

Pay  files. 

Allotment  deductions. 

Accounts  receivable  and  accounts  payable. 


Routine  uses  of  records  maintained  In  the  system,  indndhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  the  preparation 
of  payroll  checks  and  bends. 

To  report  federal  withholding  tax  to  the  Internal  Revenue 
Service. 

To  report  earnings  to  state  and  city  taxing  authorities. 

To  report  FICA  withholding  to  the  Social  Security 
Administration. 

Used  also  to  prepare  report  of  retirement  contributions, 
allotment  payments,  and  various  reports  for  CG  Headquarters 
and  District  Offices  (budgeting,  accounting,  management,  etc). 
Used  by  authorized  Coast  Guard,  FAA,  IRS,  GAO,  and  Civil 
Service  Commission  in  the  performance  of  their  official  duties. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Manually  filed  in  file  folders,  records  maintained  on  tape. 

Retrievability:  Records  indexed  by  pay  periods,  alphabetically,  and 
by  tape  number.  Records  are  retrieved  by  name/number. 

Safeguards:  Access  is  limited  to  authorized  personnel. 

Stored  in  Government  building  with  a  roving  security  guard 
after  duty  hours. 

Retention  and  disposal:  Records  retained  for  3,  4  and  10  years  then 
transferred  to  a  Federal  Records  Center. 

System  numagerfs)  and  addrem:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation. 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  Unit  office  for  the 
area  in  which  an  individual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  documents  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure. 

Record  source  categories:  Sources  include: 

The  individual. 

Personnel  Offices. 

Payroll  Offices. 

DOT/CG  530. 

System  name:  Closed  Out  Military  Pay  Record  System.  DOT/CG. 

System  location:  E>epartment  of  Transportation  (EXDT), 

United  States  Coast  Guard  (CGX 
Commandant  (G-FP), 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members,  retired  military  members,  and  separated  military  mem¬ 
bers.  Closed  out  active  duty  pay  records  of  active  duty  members, 
retired  members,  and  separated  members  and  correspondence  relating 
thereto. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorize  Coast 
Guard  and  other  agency  personnel  for  auditing  and  settlement  of 
claims  (over/under  payments). 

Source  of  data  permitting  responses  to  general  and 
Congressional  inquiries  and  for  submitting  reports  to  the 
General  Accounting  Office. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  file  folders. 

Retrievability:  Records  are  indexed  and  .retrieved  by  name/ 
number. 

Safeguards:  Access  is  limited  to  authorized  Coast  Gurad  or  other 
agency  personnel. 

Records  are  stored  in  building  having  roving  security  guards. 
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Retention  and  disposal:  Pay  records  of  retirees  and  separated 
members  maintained  separately  for  one  year  after  date  of  retirement 
or  separation,  then  transferred  to  a  Federal  Records  Center  for 
retention  until  records  become  disposable  10  years  after  final  separa* 
tion  or  retirement  of  member. 

System  managerts)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20S93. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in.  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  Unit  administrative 
office  for  the  area  in  which  an  individual’s  duty  station  is  located. 
Proof  of  identity  will  be  r^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Sources  include: 

The  individual. 

Coast  Guard  Payroll  Offices. 

Responsible  agencies. 

Congressional  correspondence. 

DOT/CG  532. 

System  name:  FICA  Wage  and  Tax  System  for  Military  Pay.  DOT/ 
CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 
and  at: 

Each  District  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members. 

Categories  of  records  in  the  sy^em:  Wages  paid  and  federal  taxes 
witheld,  FICA  wages  witheld. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Control  processing  and 
reporting  of  FICA  to  the  Social  Security  Administration. 

W-2  wage  and  tax  data  to  iRS  are  forwarded  using  magnetic 
tapes  for  reporting  purposes. 

Information  is  used  by  authorized  Coast  Guard  personnel. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Record  listings  are  filed  manually,  semi-annually. 

Magnetic  tapes  are  filed  in  tape  library. 

Retrievability:  Listings  are  indexed  by  date;  tapes  are  indexed  by 
tape  number.  Retrieved  by  name/number. 

Safeguards:  Access  is  limited  to  user  staff  members.  Maintained  in 
building  which  is  secured  after  duty  hours. 

Retention  and  disposal:  Listings  retained  for  2  years,  then  trans¬ 
ferred  to  a  Federal  Records  Center. 

System  manageKs)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

Umted  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procadnre:  Department  of  TrmisportatioB, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individnal. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 


Procedure*  or  the  local  Coast  Guard  District  or  unit  office  for  the 
area  in  which  an  individual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Sources  include: 

The  individual. 

Coast  Guard  payroll  offices. 

DOT/CG  533. 

System  name:  Retired  Pay  and  Personnel  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Annuitants. 
Lighthouse  Keeper  Retirees. 

Honorary  Retirees. 

USCG  Retirees. 

Categories  of  records  in  the  system:  Pay  and  personnel  data  of 
military  retirees,  annuitants,  lighthouse  keepers  and  retirees. 

Personnel  data  of  honorary  retirees. 

Accounts  receivable  and  accounts  payable. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Produce  various  listings 
and  reports  provided  to  USCG  offices. 

Produce  checks. 

W-2  wage  and  federal  tax  reporting  to  the  Internal  Revenue 
Service. 

Reports  of  earnings  to  state  and  city  taxing  authorities. 

Listing  of  currently  retiring  officers,  home  addresses  and  mailing 
labels  used  by  authorized  USCG  and  USCG  affiliated 
organizations. 

Reports  and  information  exchanged  with  the  Veterans 
Administration,  Civil  Service  Commission,  SOcial  Security 
Administration,  the  Department  of  Defense  and  the  Red 
Cross. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  file  folders. 

Microfilm  is  stored  in  the  retired  pay  branch, 
s  Check  tapes  are  filed  in  tape  library. 

Retrievability:  Records  and  microfilm  are  indexed  alphabetically, 
check  tapes  are  indexed  by  tape  number. 

Retrieved  by  name/number. 

Safeguards:  Access  is  limited  to  user  staff  members  under  supervi¬ 
sory  control. 

Stored  in  government  building  having  roving  security  guard 
after  duty  hours. 

Retention  and  disposal:  Records  are  retained  in  the  Retired  Pay 
Branch  for  3  years  subsequent  to  retiree’s  or  annuitant’s  death,  then 
forwarded  to  a  Federal  Records  Center. 

Magnetic  tapes  are  retained  18  months,  microfilm  for  6  years 
(required  by  GAO)  then  destroyed. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individnal. 

Record  accees  preeednreK  Procedures  may  be  obUuned  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure.* 

Proof  of  identity  will  be  r^uired  prior  to  affording  an  individual 
access  to  records.  A  military  idmtification  card,  a  driver’s 
license,  or  similar  document  will  be  conudered  suitable 
identifleation. 
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Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure/ 
Record  source  categories:  Sources  include; 

The  individual. 

Coast  Guard  personnel  offices. 

Coast  Guprd  payroll  offices. 

DOT/CG  534. 

System  name:  Travel  and  Transportation  of  Household  Effects. 
IX)T/CG. 

System  location:  Department  of  Transportation  (DOTX 
United  States  Coast  Guard  (CGX 
Commandant  (G-FP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

System  is  also  located  at  each  District  Office  and  Headquarters 
unit.  See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members,  retired  military  members,  and  civilian  employees. 

Categories  of  records  ia  the  system:  Travel  claims,  transportation 
claims,  government  bills  of  lading,  application  for  shipment  of  house¬ 
hold  effects. 

Routine  nses  of  records  maintnined  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposM  of  such  nses:  Vouchers  submitted  for 
payment  of  claims,  for  audit  of  claims  for  pay^nt,  to  account  for 
cost  of  moving  household  goods,  advice  or  shipment  of  household 
oods,  for  reporting  of  fun&  expended,  and  for  payment  of  house- 
old  and  transportation  claims. 

Used  by  authorized  Coast  Guard  personnel  and  personnel  of  the 
General  Accounting  Office  (GAO)  in  coonecuon  Mdth  the 
performance  of  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  retwrds  in  the  system: 

Storage:  Filed  n^ually  in  file  folders. 

Retrievability:  Records  are  retrieved  by  schedule  numbers  and/or 
individual  name. 

Safeguards:  Access  is  limited  to  user  staff  members. 

Stored  in  a  building  which  is  secured  after  duty  hours. 

Retention  and  disposal:  Records  are  kept  for  3  years,  then  trans¬ 
ferred  to  a  Federal  Records  Center. 

Exception:  Schedule  98-Ts  (Freight  and  Transportation)  are 
forwarded  to  General  Accounting  Office  (GAO)  after  3 
months. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting- Commandant  (G^MA)  at  the  address  in  ‘Notification 
Procedure‘  or  the  local  Coi^  Guard  District  or  unit  office  for  the 
area  in  which  an  individual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  idratification  card,  a  driver's 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Sources  include; 

The  individual  who  is  the  subject  of  the  record. 

Ground  freight  and  transportation  carriers  and  agents. 

Airline  comj^ies. 

Personnel  offices. 

Other  responsible  agencies. 

DOT/CG  535. 

System  name:  Nonappropriated  Fund  System  (NAFAX  DOT/CG. 
System  location:  Department  of  Trasnsportation  (DOT), 

United  States  Coast  Guard  (CGX 
Commandant  (G-FERX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 


System  is  also  located  at: 

Chstrict  and  Headquarters  Units.  See  Appendix  I  for  Locations. 
Categories  of  individnals  covered  by  the  system:  Civilian  employ¬ 
ees. 

Active  duty  military  members. 

Retired  military  members. 

Military  dependents. 

Categories  of  records  in  the  system:  Payroll  records. 

Accounting  records  for  NAFA  loans. 

Purchase  slips  for  articles  sold  in  Base  Excfaan^  (BX)  that  cost 
more  than  75  dollars. 

Listing  of  biui  checks. 

Lay  away  purchase  list. 

Job  applications. 

Personnel  records. 

Credit  books  kept  by  ships  and  isobted  tiiore  units. 
Correspondence. 

Membership  applications. 

Accounts  receivable. 

Investigatory  reports  involving  abuse  of  facihties. 

Purchi^  listings  and  sales  slips  for  specific  items. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Payroll  for  NAFA 
employees. 

Personnel  actions 
Accounting  purposes. 

Budget  and  inventory  controls. 

Used  by  members  and  employees  of  USCG  in  the  performance 
of  their  official  duties  relat^  to  the  management,  supervision 
and  administration  of  nonappropriated  funds. 

Officials  and  employees  of  other  agencies,  attorney  general’s 
office  or  Congress  in  the  performance  of  their  official  duties 
rdated  to  the  management,  supervision  and  administration  of 
nonappropriated  funds. 

Billing,  reservations,  protection  of  funds. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaimng,  and 
disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  tape,  disc,  drums 
and  punched  cards. 

Manual  records  may  be  stored  in  file  folders  and/or  credit 
ledgers,  card  files,  and  notebooks. 

Retrievability:  Records  are  indexed  alphabetically  and  by  social 
security  number,  membership  number  or  unit  number. 

Safeguards:  Access  is  limited  to  authorized  personnel.  Building  is 
secured  after  duty  hours. 

Retention  and  disposal:  Records  are  retained  until  usefulness  has 
expired  and  then  destroyed. 

System  manageKs)  and  address:  Chief,  Office  of  ComptroOer, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure‘  or  the  local  Coast  Guard  District  or  Unit  office  for  the 
area  in  which  an  individual’s  work  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  in  ‘Record  Access  Proce¬ 
dure*. 

Record  source  categories:  Sources  include: 

The  individual. 

Previous  employees. 

Educational  institutions. 

Employment  agencies. 

Civilian  and  military  investigative  reports. 

General  correspondence. 
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DOT/CG  536. 

System  name:  Contract  and  Real  Property  File  System.  DOT/CG. 
System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-F), 

2100  2nd  Street,  SW, 

Washington,  DC  20393. 

Systems  are  also  located  at  various  District  and  Headquarters 
Units.  See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Individuals  or 
companies  doing  business  with  the  Coast  Guard. 

Employees  of  prime  and  sub-contractors. 

Individuals  requiring  use  of  CG  property. 

Military  members  and  civilian  employees. 

Categories  of  records  in  the  system:  Contracts  and  related  Hies. 
Real  property  and  leased  family  housing  files. 

Bidders  ust. 

Minority  compliance  records. 

Payment  schedule  records. 

Witness  fees  records. 

Various  payment  files  relating  to  Admiralty  and  Tort  claims. 
Personnel  claims. 

Collection  register. 

Open  purchase  order  file. 

Correspondence  files  and  vendor  lists. 

Information  on  employees  of  contractors,  job  level  and  pay  of 
these  employees. 

Permits,  licenses  and  easements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine 
compliance  of  contractors  with  minimum  wages  for  certain  skills  and 
trades  on  government  contracts. 

Used  to  aid  in  record  keeping  of  paymeqts  and  collections. 

Used  to  determine  potential  for  contracting  with  the 
government. 

U^  to  record  issuance  of  personal  property  and  maintain 
inventories. 

Used  to  determine  contractor  responsibilities  and  liability. 

Used  by  Coast  Guard  officials  of  the  General  Accounting  Office 
(GAO)  in  performance  of  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Stor^e:  Manually  filed  in  file  folders.  Maintained  on  tape/card 
three  ring  binders,  and  in  hard  cover  books. 

Retrievability:  Retrieved  by  individual/company  name,  number, 
construction  job,  and/or  location. 

Safegiwds:  Access  restricted  to  authorized  personnel  only;  some 
records  in  locked  safe  and/or  filing  cabinet. 

Maintained  in  building  having  roving  security  guard  after  duty 
hours. 

Retention  and  disposal:  Some  records  retained  indefinitely;  some 
retained  3,  4  or  6  years,  then  destroyed  or  forwarded  to  a  Federal 
Records  Center  for  an  additional  7  years 
System  managerfs)  and  address:  Chief,  Office  of  Comptroller, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW,  . 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  Unit  office  for  the 
area  in  which  the  contract  was  submitted  or  property  is  located. 
Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  above  ‘Record  Access  Pro¬ 
cedure.* 

Record  source  categories:  Sources  include; 

Individuals. 


Contractors. 

Contract  employees. 

Bidders. 

Finiancial  institutions. 

Insurance  companies. 

Community  associations. 

Other  agencies.  i  . 

Bills. 

Letters. 

Collection  receipts. 

Electronic  accounting  machine  listings. 

DOT/CG  537. 

System  name:  FHA  Mortgage  Insurance  for  Servicemen. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-F), 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  U.S.  Coast  Guard 
Military  Personnel  who  have  applied  for  Federal  Housing  Adminis¬ 
tration  Mortagage  Insurance. 

Categories  of  records  in  the  system:  Selected  aspects  of  FHA 
Mortgage  Insurance  Records  for  military  personnel,  including  copies 
of  Form  DD-802,  ‘Request  for  and  Certificate  of  Eligibility*  and 
Form  DD-803,  ‘Certificate  of  Termination*. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  enable  manage¬ 
ment  to  verify  that  billings  from  FHA  are  correct,  and  payable  from 
Coast  Guard  funds.  Users  are  authorized  Coast  Guard  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  closed  file  cases. 

Retrievability:  Folders  are  filed  by  named  individual,  alphabetical¬ 
ly.  Copies  of  documents  are  filed  ohronologically  in  the  folders 
together  with  a  record  of  payment. 

Safeguards:  Access  is  limited  to  user  staff  members.  After  duty 
hours  the  building  is  patrolled  by  roving  security  guards. 

Retention  and  disposal:  Files  are  maintained  as  long  as  a  member  is 
covered  by  an  insured  mortgage  loan;  3  years  after,  files  are  forward¬ 
ed  to  Federal  Records  Center.  Destroyed  4  years  after  case  files  are 
closed. 

System  manager(s)  and  address:  Chief, 

Office  of  Comptroller, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

Notification  procedure:  Contact  Commandant  (G-CMA), 

U.S.  Coast  Guard  Headquarters, 

Washington,  DC  20593. 

The  written  request  should  include  the  requestors  name  in  full 
and  signature. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA),  at  the  address  atrave,  or  by  visiting  the 
Coast  Guard  Headquarters,  2100  2nd  Street,  SW,  Washington,  DC. 
Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  his  records.  A  military  identification  card,  a  drivers  license, 
or  similar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  From  individual  concerned  and  the 
Federal  Housing  Administration. 

DOT/CG  561. 

System  name:  Port  Safety  Reporting  System  Individual  Violation 
Histories.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-WLE-1), 

2100  2nd  Street.  SW, 

Washington,  DC  20593. 

System  is  also  located  at: 

Offices  of  the  District  Commanders.  See  Appendix  I  for 
locations. 

Categories  of^  individuals  covered  by  the  system:  Masters,  operators, 
owners,  agents,  shippers,  charterers  and/or  pilots  of  commercial  ves¬ 
sels,  barges,  dock  and  waterside  facilities  reported  for  violations  of 
United  States  port  safety  regulations. 
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categories  of  records  in  the  systeau  Computerized  listings,  by 
name,  giving  specific  violations,  date,  place  and  penalty  as^ssed. 

Routine  uses  of  records  maintained  in  tfae  sjrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  E>etermining  pe^ties  to 
be  assessed  by  Coast  Guard  hearing  officers;  execution  of  judgments 
by  U.  S.  attorneys  as  necessary. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  sjrstem: 

Storage:  Magnetic  tape  or  disc. 

Retrlevability:  By  name. 

Safeguards:  Restricted  access  data  processing  area.  Program  access 
by  password. 

Source  documents  and  printouts  are  stored  in  locked  rooms  or 
file  cabinets. 

Retention  and  disposal:  Disposed  of  3  years  after  final  disposition 
of  case. 

Paper  files  destroyed  by  mutilation,  shredding  or  burning. 
Magnetic  tapes  are  obliterated  by  writing  over  magnetic  surface 
till  content  is  rendered  useless  and  unreadable. 

System  managerfs)  and  address:  Chief,  OfHce  of  Marine  Environ¬ 
ment  and  Systems, 

Department  of  Transportation, 

United  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure'  above  or  the  local  Coast  Guard  District,  at  the  address  in 
Appendix  I,  where  the  violation  occurred. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure'. 

Record  source  categories:  Report  of  Violation,  Form  CG-2636, 
prepared  by  Coast  Guard  officials. 

Systems  exempted  from  certain  provisions  of  fiie  act:  Portions  of 
this  system  may  be  exempt  from  disclosure  under  the  provisions  of  5 
use  552a  (kX2),  which  provide  in  part,  that  investigatory  material 
compiled  for  law  enforcement  purposes  may  be  withheld  from  dis¬ 
closure  to  the  extent  that  the  identity  of  the  source  of  the  information 
would  be  revealed  by  disclosing  the  investigatory  record,  and  the 
source  has  received  an  express  guarantee  that  his  identity  would  be 
held  in  confidence  or,  prior  to  the  effective  date  of  this  section,  if  the 
source  received  an  implied  promise  that  his  identity  would  be  held  in 
confidence. 

DOT/CG  571. 

System  name:  Physical  Disability  Separation  System.  DOT/CG. 

System  locatioa:  Department  of  Transportation  (E>OT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-KMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  USCG  active  duty 
personnel  and  USCG  personnel  separated  or  retired  for  physical 
disability. 

Categories  of  records  in  the  system:  Central  Physical  Evaluation 
Board  files. 

Formal  Physical  Evaluation  Board  files. 

Physical  Review  Council  files. 

Physical  Disability  Appeal  Board  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Us^  by: 

Coast  Guard  officials  in  connection  with  physical  disability 
separation  and  retirement  proceedings. 

The  Veterans  Administration  for  assistance  in  determining  the 
elgibility  of  individuals  for  benefits  administered  by  that 
agency  and  available  to  USPHS  or  DOD  medical  personnel  in 
connection  with  the  performance  of  their  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 


Retrievability:  By  name  of  individual . 

Safeguards:  Roving  guard  patrol.  Restricted  personnel  access  by 
screening. 

Retention  and  disposal:  Retained  two  years  after  disposition  then 
transferred  to  Fedei^  Records  Center,  St.  Louis,  MO. 

System  manageris)  and  address:  Chief,  Office  of  Health  Services, 
Department  of  T ransportation. 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  n^uest  must  include  a  notarized  statement  attesting  that 
the  individual  requesting  the  notification  is  in  fact  the 
individual  about  whom  mformation  is  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure.' 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure' 
above. 

Record  source  categories:  Information  in  records  developed 
through  proceedings  of  administrative  bodies  listed  in  ‘Categories  of 
Records'  above. 

DOT/CG  572. 

System  name:  USCG  Military  Personnel  Health  Record  System. 
DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CGX 
Commandant  (G-KPS), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  USCG  active  duty 
personnel.  USCG  active  duty  personnel  dependents. 

Dependents  of  USCG  active  duty  personnel. 

Department  of  Defense  active  duty  personnel  and  dependents. 
Dependents  of  USCG  and  DOD  retired  personnel  and  their 
dependents. 

Members  of  USCG  Reserve. 

Categories  of  records  in  the  system:  Records  of  medical  and  dental 
treatment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  medical  staff  in 
affording  medical  and  dental  treatment  to  personnel  listed  in  ‘Catego¬ 
ries  of  Individuals'  above. 

Provided  to  the  Social  Security  Administration  and  Veteran’s 
Administration  for  use  in  determining  an  individual’s 
entitlement  to  benefits  administered  by  those  agencies. 

Records  are  provided  to  the  Department  of  Health,  Education 
and  Welfare  for  purposes  of  the  Federal  Medical  Care 
recovery  set. 

Records  are  available  to  the  Public  Health  Service  Or  DOD 
itiedical  personnel  in  connection  with  medical  treatment  of 
individuals  at  USPHS  or  DOD  facilities. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  (iractices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Name  and  military  identification  number. 

Safeguards:  Roving  guard  patrol.  Room  in  which  records  are 
located  is  lobked  when  unattended. 

Access  limited  to  these  records  at  all  times  by  personnel 
screening. 

Retention  and  disposal:  Retained  so  long  as  individual  is  assigned 
to  the  particular  area.  Transmitted  to  new  duty  station  upon  transfer 
of  member/sponsor.  Incorporated  into  personnel  record  file  system 
upon  transfer,  separation,  or  retirement. 

System  manageris)  and  address:  Chief,  Office  of  Health  Services, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 
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[  Commandant  (G-CMAX 

'  2100  2iid  Street,  SW. 

Washington,  DC  20S91. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  'Notiflcation 
Procedure*  or  the  local  District  or  Headquarters  Unit  OfTice  for  the 
area  in  which  assigned.  See  Appendix  I  for  locations.  See  Appendix 
II  for  details  pertaining  to  release  of  medical  records. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Medical  facilities  where  treatment  re¬ 
ceived  and  from  the  individual. 

All  Field  Units  with  Medical  Personnel  assigned.  See  Appendix 
I  for  locations. 

DOT/CG  573. 

System  name:  U.S.  Public  Health  Services  (USPHS)  Commissioned 
Officer  Corps  Staffing  and  Recruitment  Files.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-KMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Personnel  records 
of  USPHS  commissioned  officers  assigned  to  duty  with  the  Coast 
Guard. 

Categories  of  records  in  the  system:  Personnel  records.  Commis¬ 
sioning  applications,  assignment  preference,  reference  questionnaires, 
background  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  assist  administra¬ 
tors  in  assigning  personnel  to  area  requiring  their  specific  drills. 
Used  to  monitor  career  development  of  personnel  assigned  to 
program. 

See  Prefatory  Statement  of  peneral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  By  name  of  individuals. 

Safeguards:  During  working  hours  access  is  controlled  by  office 
personnel;  during  non-working  hours  building  is  patrolled  by  roving 
security  patrol. 

Retention  and  disposal:  Records  are  retained  during  period  of  an 
individual’s  assignment  to  the  Coast  Guard.  Thereafter,  records  are 
destroyed  by  shredding. 

System  manageris)  and  address: 

Chief,  Office  of  Health  Services, 

Department  of  Transportation, 

United  States  Coast  Guard  He^quarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Written  r^uest  must  be  signed  by  the  individual.  . 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*. 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identification  card,  driver’s  license  or  similiar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Previous  employers,  educational  institu¬ 
tions,  references.  Coast  Guard  Medical  Administrators  and  the  indi¬ 
vidual. 

DOT/CG  586. 

System  name:  Chemical  Transportation  Industry  Advisory  Commit¬ 
tee.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-M), 

2100  2nd  Street,  SW. 

Washington.  DC  20593. 


Categories  of  individuals  covered  by  the  system:  Committee  mem¬ 
bers. 

Categories  of  records  in  the  system:  Address,  phone  number. 
Biographical  sketch. 

Committee  information. 

Minutes  of  meetings.  — 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Arranging  meetings, 
keeping  records  of  committee  business,  determine  committee  mem¬ 
bership. 

Used  by  Coast  Guard  personnel  in  the  performance  of  offficial 
duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  By  committee  name/individual  name. 

Safeguards:  Personnel  screening  prior  to  granting  access. 

Building  has  roving  security  after  hours. 

Retention  and  disposal:  Permanently  retained. 

System  manageris)  and  address: 

Chief,  Office  of  Merchant  Marine  safety. 

Department  of  Tran^rtation, 

United  States  Coast  Guard  Hc^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593.  , 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters,, 

Commandant  (G-CMA),  . 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  *Notification 
Procedure.* 

Proof  of  identity  will  be  required  prk»'  to  granting  access.  A 
military  identification  card,  driver’s  license  or  similar 
document  is  considered  suitidile  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.' 
Record  source  categories:  From  the  individual  of  record. 

DOT/CG  587. 

System  name:  Investigation  of  Violations  of  Marine  Safety  Laws  or 
Regulations.  DOT/CG. 

System  location:  District  Offices  -  See  Appendix  I  for  addresses. 
Categories  of  individuals  covered  by  the  system:  Persons  who  have 
violated  or  who  are  suspected  of  violating  marine  safety  or  related 
laws  or  regulations. 

Categories  of  records  in  the  system:  Reports  of  violation  and 
supporting  documents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evduation  by  Coast 
Guard  personnel  for  law  enforcement  purposes. 

Evaluation  by  other  agencies,  state,  local  and  foreign 
governments  for  purposes  of  law  enforcement,  and  other 
purposes  which  the  agency  may  deem  necessary  for  their 
mission. 

For  use  in  civil  litigation. 

For  insurance  purposes. 

Use  by  the  general  public. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Records  pertaining  to  violations  of  law  or  regula¬ 
tion  are  retrieved  by  individual  name  or  vessel  name. 

Safeguards:  Destroyed  three  years  after  case  is  closed. 

System  manageris)  and  address:  Chief,  Office  of  Merchant  Marine 
Safety, 

Department  of  Transportation, 

Umted  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 
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Commandant  (G-CMA), 

2100  2nd  Street.  SW, 

Washington,  DC  20S93. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  (O-CMA)  at  the  address  in  ‘Notification  Proc^ure'  or 
the  local  Coast  Guard  District  for  the  area  in  which  the  alleged 
violation  occurred. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Coast  Guard  investigating  records  com¬ 
piled  as  a  result  of  vessel  casualty. 

Investigations  by  other  law  enforcement  agencies. 

Vessel  operator  complaints. 

Deficiencies  noted  during  Coast  Guard  inspections. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  may  be  exempt  from  disclosure  under  the  provisions  of  S 
use  SS2a  (KX2)  which  provide  in  part,  that  investigatory  material 
compiled  for  law  enforcement  purposes  may  be  withheld  from  dis- 
'  closure  to  the  extent  that  the  identity  of  the  source  of  the  information 
would  be  revealed  by  disclosing  the  investigatory  record,  and  the 
source  has  received  an  express  guarantee  that  his  identity  would  be 
held  in  confidence,  or,  prior  to  the  effective  date  of  this  section,  if 
the  source  received  an  implied  promise  that  his  identity  would  be 
held  in  confidence. 

DOT/CG  589. 

System  name:  U.  S.  Merchant  Seamen’s  Records. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-MVP), 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Portions  of  these  records  may  be  located  at  the  Marine 
Inspection  Office  or  the  Marine  Safety  Office  where  the 
seaman  was  documented. 

Categories  of  individuals  covered  by  the  system:  U.  S.  Merchant 
Seamen. 

Categories  of  records  in  the  system:  Personnel  File. 

Shipping  Articles. 

Lo^tor  List 

Log  Books. 

Seven’s  License  Records. 

Fingerprint  Records. 

Disciplinary  Records. 

Security  Records. 

Routine  uses  of  records  maintained  in  Bie  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Coast  Guard 
officials  in  administering  the  Commercial  Vessel  Safety  Program  to 
determine  qualifications  for  the  issuance  of  licenses,  documents,  and 
certificates;  to  determine  disciplinary  action;  to  provide  duplicate 
records  of  service  or  documents  to  the  seaman,  his  next  of  kin  or  his 
agent;  to  provide  information  to  other  Federal  Agencies,  such  as  the 
Veterans’  Administration,  the  Social  Security  Administration,  etc.  in 
connection  with  benefits  and  services  administered  by  those  agencies; 
to  provide  information  to  private  organizations  when  considered 
beneficial  to  the  seaman;  to  provide  information  to  Federal,  State, 
and  local  investigative  and  law  enforcement  officials  as  provided  for 
by  law. 

See  Prefatory  Statement  of  General  Routine  Use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  personnel  file  will  be  stored  on  updateable  micro¬ 
fiche  and  limited  personal  data  will  reside  on  computer  disks  and 
magnetic  tapes.  The  above  media  will  be  continuously  updated  as 
new  or  additional  data  is  received.  The  remainder  of  the  records  will 
be  stored  in  file  folders  in  paper  form. 

Retrievability:  The  personnel  file  on  microfiche  will  be  accessed 
from  its  storage  cabinet  by  a  coded  identifier  of  the  location  of  {he 
record  within  the  cabinet.  The  data  on  the  computer  record  will  be 
retrieved  by  direct  terminal  access  with  the  selection  of  data  ele¬ 
ments  determined  by  the  authorized  user.  Retrieval  will  be  by  name 
and  cross  indexed  under  ID  (i.e.,  ‘Z‘,  ‘BK‘,  or  Social  Purity 
Number). 

Safeguards:  Personnel  files  on  microfiche  are  stored  in  the  locked 
retrieval  cabinet.  The  data  on  the  computer  Hie  can  be  retrieved  only 
via  ‘password’  identifier  with  users  b«ing  permitted  access  only  to 
that  portion  of  the  overall  file  that  has  previously  been  determine  as 
meeting  their  needs.  The  file  folders  are  maintained  in  locked  rooms. 


Retention  and  disposal:  Personnel  files  are  held  3  years  for  unli¬ 
censed  personnel  and  10  years  for  licensed  personnel  after  last  activi¬ 
ty,  then  transferred  to  a  holding  area  where  they  may  be  destroyed 
alter  60  years  of  inactivity.  Shipping  Articles  are  held  3  years  then 
transferr^  to  a  Federal  Records  Center  where  they  are  considered 
historical  data  and  are  not  destroyed.  Disciplinary  Records  are  main¬ 
tained  in  paper  form.  Administrative  Law  Judge’s  Decisions  and 
Orders  and  Appeal  File  are  transferred  to  a  Federal  Records  Center 
after  5  years.  Commandant’s  Decision  on  Appeal  and  National  Trans¬ 
portation  Safety  Board  Decisions  and  Orders  are  retained.  Disciplin¬ 
ary  Record  Cards  are  destroyed  upon  notice  of  death. 

System  managerfs)  and  address:  Chief,  Office  of  Merchant  Marine 
Safety, 

Department  of  Transportation, 

United  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation,  United 
States  Coast  Guard  Headquarters,  Commandant  (G-CMA),  2100  2nd 
Street,  SW,  Washin^on,  DC  20593.  In  order  to  determine  if  a  record 
for  an  individual  exists,  it  is  necessary  that  the  applicant  furnish  the 
complete  name  in  which  the  document  was  issued,  the  serial  number 
of  the  document  (i.e.,  ‘Z‘,  ‘BK‘,  and/or  Social  Security  NumberX  and 
his  date  and  place  of  birth.  A  written  request  must  be  signed  by  the 
individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  or  visiting  at  the  address  in  ‘Notification 
Procedure’  or  the  Marine  Inspection  Office  or  Marine  Safety  Office 
where  the  document  was  issu^  for  locally  maintained  portions. 
Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Personnel  File  •  Date  furnished  by  the 
seamen,  U.S.  Coast  Guard  officials,  other  Federal  Agencies  and  em¬ 
ployer.  Shipping  Articles  -  Vessels’  operators,  seamen,  masters  of 
vessels.  State  Department,  and  Coast  Guard  officials.  Disciplinary 
Records  •  Furnished  by  the  Investigating  Officers  at  the  various 
Marine  Inspection  and  Marine  Safety  Offices. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a  (kX2),  which  provide,  in  part  that  investi¬ 
gatory  material  compiled  for  law  enforcement  purposes  may  be  with¬ 
held  from  disclosure  to  the  extent  that  the  identity  of  the  source  of 
the  information  would  be  revealed  by  disclosing  the  investigatory 
record,  and  the  source  has  received  an  express  guarantee  that  his 
identity  would  be  held  in  confidence,  or,  prior  to  the  effective  date 
of  this  section,  if  the  source  receiv^  an  implied  promise  that  his 
identity  would  be  held  in  confidence. 

DOT/CG  591. 

System  name:  Merchant  Vessel  Documentation  System  (Manual  and 
Automated).  DOT/CG. 

System  location:  Automated  system  is  located  at; 

Department  of  Tran^rtation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (C-MVDX 
2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Manual  systems  are  located  at: 

Coast  Merchant  Vessel  Documentation  Offices, 

(See  section  E.W.,  Standard  Distribution  List  -  COMDTNOTE 
5605  for  office  locations). 

Categories  of  individuals  covered  by  the  system:  Vessel  owners. 
Mortgagees. 

Vessel  buyers  and  sellers. 

Lien  claimants.  ~ 

Vessel  builders. 

Categories  of  records  in  the  system: 

Vessel  owner  information. 

Vessel  information. 

Instruments  of  record  (bills  of  sale,  mortgages,  etc.). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Establishing  eligibility  for 
documentation  of  vessels. 

Issuance  of  marine  documents. 

Recordation  of  bills  of  sale,  mortgages,  etc. 

Publication  of  the  annual  MERCHANT  VESSELS  OF  THE 
UNITED  STATES. 

Publication  of  the  monthly  supplement  to  MERCHANT 
VESSELS  OF  THE  UNITED  STATES. 

Used  by: 
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Coast  Guard. 

Other  Governmental  agencies. 

Financial  institutions  and  other  money  leade^ 

Anyone  having  business  with  or  an  interest  in  a  documented 
vessel. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Index  of  owners  maintained  by  Commandant  (G-MVD). 
An  other  records  maintained  at  home  port  of  vessel  by  vessel 
name. 

Retrievability:  Upon  furnishing  name  of  vessel  owner  to  Comman¬ 
dant  (G-MVD),  vessel  name  is  established  and  request  for  informa¬ 
tion  referred  to  appropriate  home  port. 

Records  retrieved  at  home  port  by  use  of  vessel  name. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Listings  of  vessel  owners  constantly  updat¬ 
ed  by  additions  and  deletions  (automated). 

Field  office  vessel  folders  transferred  to  FRC  2  years  after 
change  of  vessel’s  home  port  or  2  years  after  removal  of 
vessel  from  documentation  (manual). 

System  managerfs)  and  address:  Chief,  Office  of  Merchant  Marine 
Safety, 

Department  of  Transportation, 

United  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Notification  procednre:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  the  individual  whose  records 
are  the  subject. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
or  by  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure’  or  the  local  Coast  Guard  District  Office. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Vessel  owners.  Mortgagee,  lien  claim¬ 
ants,  Vessel  sellers  and  buyers.  Coast  Guard  admeasures  and  vessel 
builders. 

DOT/CG  592. 

System  name:  Registered/ Applicant  Pilot  Eligibility  Folder.  DOT/ 
CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Ninth  Coast  Guard  District, 

Great  Lakes  Pilotage  Staff, 

1240  East  Ninth  Street, 

Cleveland,  OH  44199. 

Categories  of  individuals  covered  by  the  system:  United  States 
registered  pilots  and  applicant  pilots  suitably  registered  to  perform 
pilotage  duties  aboard  foreign  vessels  on  the  Great  Lakes. 

Categories  of  records  in  tiie  system:  Application  for  registration, 
renewal  of  registration,  annual  report  of  physical  examination.  Coast 
Guard  license  data,  examination  for  registration. 

Routine  uses  of  records  maintained  in  the  sjrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Department  of 
Transportation,  U.  S.  Q>ast  Guard,  F.B.I.,  pilot  associations  and 
corporations. 

Used  for  pilot  registration,  training  program  needs,  retirements, 
statistical  compilations,  and  negotiations  with  Canadian 
authorities  to  assure  equitable  participation  by  U.S.  registered 
pilots  with  Canadian  registered  pilots. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  By  name  and  pilot  registration  number. 

Safeguards:  Screened  by  office  personnel  prior  to  use.  Locked  in 
cabinets  during  non-working  hours. 

Retention  and  disposal:  Permanent. 

System  managerfs)  and  address:  Chief,  Great  Lakes  Pilotage  Staff, 
Ninth  Coa.st  Guard  District, 

1240  East  Ninth  Street, 


Cleveland,  OH  44199. 

Notification  procednre:  Same  as  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  ‘System  Manager*  above. 
Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 
Record  source  categories:  Individuai’s  origiiial  application  for  U.S. 
pilot’s  registration  and  individual’s  yearly  report  of  medical  examina¬ 
tion. 

DOT/CG  611. 

System  name:  Intelligence  and  Security  Investigative  Case  System. 
DOT/CG. 

System  location:  Department  of  Transportation(DOT), 

United  States  Coast  Guard(CG), 

Commandant  (G-OIS), 

2100  2nd  Street,  SW. 

Washington.  DC  20593. 

Systems  are  also  located  in  Coast  Guard  District  Offices  at  the 
addresses  listed  in  Appendix  I. 

eateries  of  individuals  covered  by  the  system:  U.  S.  Coast  Guard 
military  personnel,  merchant  marine  personnel,  port  and  dock  work¬ 
ers,  and  persons  under  investigation  for  violations  of  laws  and  regula¬ 
tions  administered  by  the  Coast  Guard. 

Categories  of  records  in  the  system:  Personnel  security  investiga¬ 
tions,  national  agency  check  results,  criminal  investigations,  counter¬ 
intelligence  investigations,  computerized  case  control  system. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorizi^  Coast 
Guard  personnel  for: 

Security  clearances. 

Actions  by  commanders  under  the  Uniform  Code  of  Military 
Justice. 

Career  advancement  of  U.S.  Coast  Guard  military  personnel. 
Approval  of  merchant  seamen  documents. 

Access  of  individuals -to  port  facilities. 

Used  by:  — 

Appropriate  federal,  state  or  local  agencies  for  criminal  law 
enforcement  and  prosecution  by  the  United  States 
government. 

National  Agency  Checks  and  background  investigations. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Investigative  dossiers  and  3x5  card  retrieval  system. 
Retrievability:  By  name  and/or  case  number. 

Safeguards:  Alarm  controlled  spaces,  locked  and/or  limited  access 
nie  cabinets  and  ofTice  spaces. 

Using  receipt  control,  automatic  data  processing  (ADP)  system 
cannot  be  penetrat^  for  data  through  terminals,  or  otherwise, 
located  outside  the  U.S.  Coast  Guard  computer  center  without 
use  of  proper  administrative  controls. 

Release  of  dossiers  to  accreditied  personnel  on  ‘need-to-know* 
basis  only. 

Retention  and  disposal:  Dossiers  retained  50  years  from  date  of 
birth. 

Deceased,  retirees  and  others  separated  are  held  one  year  from 
separation. 

Dossiers  are  retired  to  the  Washington  National  Federal  Records 
Center  for  further  retention  of  30  years. 

3x5  cards  are  annotated  to  recall  retired  dossiers  if  necessary. 
Computer  printouts  are  retained  for  10  years  then  destroyed. 
System  manager(s)  and  address: 

Chief,  Office  of  Operations, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procednre:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to,  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  Office,  location  in 
Appendix  I,  for  the  area  in  which  an  individual’s  duty  station  is 
located. 
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Proof  of  identity  will  be  ^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  proc^nres:  Same  as  ’Record  Access  Procedure*. 

Record  source  categories:  National  Agency  Checks,  background 
investigations,  criminal  investigations,  interviews,  records,  checks, 
observations,  statements. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  3  USC  SS2a  (kX2),  which  provides  in  part  that  investi¬ 
gatory  material  compiled  for  law  enforcement  purpo^  may  be  with- 
&Id  from  disclosure  to  the  extent  the  identity  or  the  source  of  the 
information  would  be  revealed  by  disclosing  the  investigatory  record, 
and  the  source  has  received  an  express  promise  that  his  identity 
would  be  held  in  confidence,  or,  prior  to  the  effective  date  of  thb 
section,  if  the  source  receiv^  an  implied  promise  that  his  identity 
would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  3  USC  332a(kX3)  which 
provides,  in  part,  that  investigatcH^  material  compiled  solely 
for  the  purpose  of  determining  suitability,  eligibility,  or 
qualifications  for  Federal  civilian  employment,  military 
service.  Federal  contract  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that 
the  disclosure  of  such  material  would  reveal  the  identity  of  the 
source  who  furnished  information  to  the  Government  under 
an  express  promise  that  the  identity  of  the  source  would  be 
held  in  confidence  or,  prior  to  the  effective  date  of  this 
section,  under  an  implied  promise  that  the  identity  of  the 
source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  pro-  visions  of  3  USC  SS2a  (kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
from  dis-  closure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  rev^  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  a  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG  612. 

System  name:  Port  Security  Card  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  Headquarters  (CG), 

Commandant  (G-OISX 
2100  2nd  Street,  SW, 

Washington,  DC  20393. 

Records  also  also  located  at  each  District  Office.  See  Appendix  I 
for  locations. 

Categories  of  individuais  covered  by  the  system:  Persons  regularly 
employed  on  vessels  and  water  front  facilities,  or  persons  having 
regular  public  or  private  business  with  the  operation,  maintenance,  or 
administration  of  vessels  and  cargoes  or  waterfront  facilities. 

Categories  of  records  in  the  system:  Applications  for  port  security 
cards  awaiting  processing. 

Processed  applications  indicating  those  granted  or  denied  port 
security  cards. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Authorize 
Coast  Guard  officials  to  determine  eligibility  for  issuance  of  Port 
Security  Cards 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  files,  3x3  cards. 

Retrievability:  By  name. 

Safeguards:  Maintained  in  file  cabinets  in  secure  areas. 

Personnel  are  screened  prior  to  granting  access. 

Retention  and  disposal:  Retained  for  8  years,  then  destroyed  by 
mutilating,  shredding  or  burning. 

System  manager(s)  and  address:  Chief,  Office  of  Operations, 
E>epartment  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20393. 


Notification  procedure:  Departemnt  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20393. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  *Notification 
Procedure’  or  the  local  Coast  Guard  District  or  unit  office  for  the 
area  in  which  the  appUcation  was  filed. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
hcense,  or  similar  document  will  be  considered  sutitable 
identification. 

Contesting  record  procedures:  Same  as  ’Record  Access  Procedure’. 

Record  source  categories:  Individual  applications. 

National  Agency  checks. 

Other  records  already  at  Coast  Guard  Headquarters,  if  any. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  3  USC  332a(kX2X  which  provide,  in  part,  that  investi¬ 
gatory  material  compiled  for  law  enforcement  puiposes  may  be  with¬ 
held  from  disclosure  to  the  extent  that  the  identity  of  the  source  of 
the  information  would  be  revealed  by  disclosing  the  investigatory 
record  and  the  source  has  received  an  exi^ess  guarantee  that  hn 
identity  would  be  held  in  confidence,  or,  prior  to  the  effective  date 
of  this  section,  if  the  source  receiv^  an  implied  promise  that  his 
identity  would  be  held  in  confidence. 

DOT/CG  622. 

System  name:  Military  Training  and  Education  Records.  DOT/CG, 

System  location:  Department  of  Transportation  (DOT),  United 
States  Coast  Guard  (CG),  Commandant  (G-PTEX  2100  2nd  Street, 
SW,  Washington,  DC  20393.  Records  are  also  located  at  District  and 
Headquarters  Units.  See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Coast  Guard 
Military  Personnel  (Commissioned  Officers,  Commissioned  Warrant 
Officers,  Cadets,  and  Enlisted  Personnel.) 

Categories  of  records  in  the  system:  General  Service  Correspond¬ 
ence  ^urse.  Off-Duty  Education  Records.  Professional  Training 
Records.  Non-traditional  Educational  Support  Records.  Achievement 
and  Aptitude  Test  Results.  Academic  Performance  Records.  Corre¬ 
spondence  Course  Rate  Advancement  Records.  Military  Perform¬ 
ance  Records.  Admissions  Processing  Records.  Grade  Reporting 
Records.  Cadet  Academic  Status  Records.  Transcript  Maintenance 
Records.  Cadet  Discipline  Status  Records.  Military  Personnel  Rec¬ 
ords.  Military  Training  Schedules  Records. 

Routine  uses  of  records  maintained  in  the  system,  inclading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evaluation  and  measure¬ 
ment  of  training  performance.  Statistical  summaries.  Input  to  person¬ 
nel  records.  Partial  criteria  for  selection  and  admission  to  service/ 
professional  schools.  Partial  criteria  for  selection  to  postgraduate 
education  programs.  Criteria  for  admission  to  the  Coast  Guard.  Cri¬ 
teria  for  retention  in  service  Schools.  Criteria  for  promotion.  The 
above  information  is  used  by  authmized  Coast  Guard  personnel  in 
the  performance  of  Official  duties.  See  Prefatory  Statement  of  Gener¬ 
al  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets.  Portions  are  stored  on 
ADP  equipment. 

Retrievability:  Retrieved  by  name,  rate,  class  number,  cadet  code 
number,  and  Social  Security  Number. 

Safeguard  Records  are  kept  in  file  cabinets  in  offices  that  are 
locked  during  off-duty  hours.  Those  records  stored  in  ADP  equip¬ 
ment  may  only  be  accessed  through  use  of  a  user  access  t^e. 

Retention  and  disposal:  Personal  History,  Service  Hbtory  and 
School  Conduct  and  Military  Performance  records  are  kept  for  one 
year.  Academic  and  Correspondence  Course  records  are  kept  for  five 
years.  Aptitude  and  Achievement  Test  results,  as  a  part  of  Training 
and  Education  records,  are  kept  for  five  years.  Records  are  de¬ 
stroyed  by  mutilating,  shredding  or  burning. 

System  manageris)  and  address:  Chief,  Office  of  Personnel,  Depart¬ 
ment  of  Transportation,  United  States  Coast  Guard  Headquarters, 
2100  2nd  Street,  SW,  Washington,  DC  20393. 

Notification  procedure:  Department  of  Transportation,  United 
States  Coast  Guard  Headquarters,  Commandant  (G-CMA),  2100  2nd 
Street,  SW,  Washington,  DC  20393.  Written  request  must  be  signed 
by  the  individual.  . 


11704 


Federal  Register  /  Vol.  45.  No.  36  /  Thursday,  February  21,  1980  /  Notices 


Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  (O-CMA)  at  the  address  in  ‘Notification  Proc^ure*,  or 
by  visiting  the  local  activity  where  assigned  for  training.  Prior  writ¬ 
ten  notification  of  personal  visits  is  required  to  insure  that  the  appli¬ 
cable  record  will  lx  available.  Proof  of  identity  is  required  prior  to 
release  of  records.  A  military  identification  card,  driver’s  license,  or 
similiar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce- 
dures‘. 

Record  source  categories:  Official  military  personnel  records,  test 
results,  instructors  and  supervisors. 

Systems  exempted  from  certain  provisioas  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the  pro¬ 
visions  of  5  U.S.C.  552a(kX5),  which  provide,  in  part,  that  investiga¬ 
tory  material  compiled  solely  for  the  purpose  of  determining  suitabil¬ 
ity,  eligibility,  or  qualifications  for  Federal  civilian  employment,  no¬ 
tary  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence  or,  prior 
to  the  effective  date  of  thb  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence.  Portions  of  this 
system  of  records  may  be  exempt  from  disclosure  under  the  provi¬ 
sions  of  S  U.S.C.  SS2a(kX6),  which  provides,  in  part,  that  testing  or 
examination  material  us^  solely  to  determine  individual  qualifica¬ 
tions  for  appointment  or  promotion  in  the  Federal  service  may  be 
withheld  from  disclosure  to  the  extent  that  disclosure  of  these  rec¬ 
ords  would  compromise  the  objectivity  or  fairness  of  the  testing  or 
examination  process.  Portions  of  this  system  of  records  may  be 
exempt  from  disclosure  under  the  provisions  of  S  U.S.C.  SS2a(kX7), 
which  provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld  from 
disclosure  but  only  to  the  extent  that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source  who  furnished  information  to 
the  government  under  an  express  promise  that  the  identity  of  a 
source  would  be  held  in  confidence,  or,  prior  to  the  effective  date  of 
this  section,  under  an  implied  promise  that  the  identity  of  the  source 
would  be  held  in  confidence. 

DOT/CG  624. 

System  name:  Personnel  Management  Information  System  (PMIS) 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-P), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  All  regular  Coast 
Guard  personnel  on  active  duty.  All  Reserve  Coast  Guard  personnel 
on  extended  active  duty  and  Reserve  personnel  on  initial  active  duty 
for  training. 

Categories  of  records  in  the  system:  A  single  computer  record 
which  currently  contains  about  450  data  elements  on  each  member. 
Some  data  elements  are  used  only  for  enlisted,  others  only  for  offi¬ 
cers.  The  file  contains  personal  information  such  as  name,  place  of 
birth,  rank,  location,  etc.  The  file  also  contains  pay  date  elements 
which  will  form  the  basis  for  deriving  pay  entitlements  for  Coast 
Guard  military  personnel  under  the  Joint  Uniform  Military  Pay 
System  (JUMPS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  file  is  used  to 
produce  a  number  of  reports  used  throughout  the  Coast  Guard. 
Types  of  reports  are: 

Locator  Listing  for  Headquarters  and  Districts, 

Personnel  Roster  for  the  unit  to  assist  in  verifying  information. 
Number  of  personnel  in  pay  grades  for  advancement  levels  and 
budget  expenditures. 

Current  reports  for  this  system  of  records  are  listed  in  the 
Reports  Distribution  Manual  generated  by  the  Coast  Guard 
for  this  system, 

Queires  and  batch  processing  are  used  to  recruitment  levels. 
Various  Coast  Guard  offices  receive  the  locator  listing  and 
management  reports, 

'  Government  agencies  other  than  Coast  Guard  categories. 

See  prefatory  statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  storage  is  on  computer  disks  with  tape  backups.  The 
file  is  updated  once  a  week.  Once  a  month  the  file  is  dumped  to  a 
tape  file  for  historical  purposes. 


Retrievability:  Retrieval  from  the  system  is  by  use  of  name  or 
Social  Security  Number  or  a  combination  of  personal  and  non-per¬ 
sonal  characteristics. 

Users  retrieve  information  direct  from  the  file  through  card 
input  or  direct  terminal  access.  Data  elements  to  be  retrieved 
and  method  of  use  are  selected  by  the  user. 

An  extract  file  containing  summary  records  is  produced  monthly 
for  use  on  a  ‘time  shaiing‘  system.  Retrieval  of  information 
from  ^s  extract  is  by  direct  terminal  access  only.  Data 
elements  to  be  retrieved  and  method  of  use  are  selected  by  the 
user. 

Safeguards:  The  computer  provides  privacy  and  access  limitations 
by  requiring  a  user  name  and  password  match.  In  addition  each 
element  of  Uie  file  has  its  own  level  of  accessability  which  must  be 
held  by  the  user.  Only  those  staff  co;nponents  at  He^quarters  with  a 
need  to  have  access  to  the  file  are  ^ven  user  names  and  passwords. 
Access  to  the  Time  Share‘  extract  is  similarly  controlled.  The 
backup  tap^  and  monthly  dumps  also  have  limited  access  in  that 
users  must  justify  the  need  before  they  are  provided  the  tape  num¬ 
bers. 

Retention  and  disposal:  End-of-Year  system  backup  tapes  and  day 
to  day  transaction  tapes  are  retained  indefinitely.  Statistical  and  other 
report  extract  tapes  are  reveled  into  the  system  and  consequently 
destroyed.  Paper  working  fUes  are  disposed  of  in  accordance  with 
current  record  disposal  instructions.  . 

System  managerfs)  and  address:  Chief, 

Office  of  Personnel, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Inquiries  should  be  directed  to: 

Department  of  Transportaion, 

Umted  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593, 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure‘.  Prior  written  notification  of  personal  visits  is  requried  to 
insure  that  the  records  will  be  available  at  the  time  of  visit.  Proof  of 
identity  will  be  required  prior  to  release  of  records.  A  military 
identification  card,  driver’s  license  or  similar  document  will  be  con¬ 
sidered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure‘. 

Record  source  categories:  The  data  to  update  the  file  comes  from 
copies  of  official  service  record  entries  prepared  by  field  units.  The 
data  is  entered  on  tape  for  update  of  the  computer  files. 

DOT/CG  625. 

System  name:  Officer  Selection  and  Appointment  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DpT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PMR), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Records  are  also  located  at  each  District  and  Headquarters  Unit. 
Use  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
Coast  Guard  Officer  Candidate  School  or  direct  commission  pro¬ 
grams  of  the  Coast  Guard. 

Categories  of  records  in  the  system:  Information  in  the  system  is 
supplied  by  applicants  and  also  by  persons,  other  than  the  applicants, 
who  submit  information  pertinent  to  the  suitability  of  the  applicants 
for  commissioned  service  in  the  Coast  Guard. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Coast  Guard  in  the  performance  of  their  duties  in  managing  and 
contributing  to  the  recruitment  and  appointment  of  men  and  women 
for  officer  programs  in  the  regular  and  reserve  components  of  the 
Coast  Guard. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent 
enlistment  or  other  matters  under  the  jurisdiction  of  such 
agencies. 

Official  employees  of  the  Veterans  Administration-and  Selective 
Service  Administration  in  the  performance  of  their  official 
duties  related  to  enlistment  and  reenlistment  eligibility  and 
related  benefits. 
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The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  thiir 
jurisdiction  requiring  disclosure  of  files  or  records  of 
personnel  covered  by  this  system. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  recmds  in  the  system: 

Storage:  Paper  records  are  stored  in  file  folders. 

RetrievabBity:  The  system  is  indexed  alphabetically  by  name  of 
applicant  and  is  retrieved  by  name. 

Safeguards:  Records  kept  in  file  cabinets  locked  after  working 
hours. 

Buildings  have  24-hour  security  guards  and  limited  access. 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  Application  files  for  nonselected 
ofTicer  candidate  applicants  are  destroyed  after  six  months  and  nonse¬ 
lected  applicants  for  direct  commission  are  destroyed  after  one  year. 
Files  for  all  selected  applicants  are  placed  in  the  selectee’s  officer 
personnel  folder. 

System  managerts)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Tran^rtation, 

Umted  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  to  the  applicable  Coast  Guard  District  Office. 

A  letter  request  should  contain  full  name,  addre^  social  security 
number,  approximate  date  of  application,  and  signature. 

Proof  of  identification  will  consist  of  military  identification  card, 
driver’s  license  or  other  official  identification. 

Contestiag  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Coast  Guard  recruiting  personnel  and 
employee  processing  application. 

Medical  personnel  conducting  physical  examination  and  private 
physicians  providing  consultations  or  patient  history. 

Character  and  employer  references  nam^  by  apidicants. 
Educational  institutions,  staff  and  faculty  members. 

Selective  Service  Commission. 

Local  state  and  Federal  law  enforcement  agencies. 

Prior  or  current  military  service  record. 

Commanding  officer  of  Coast  Guard  unit,  if  active  duty. 

Coast  Guard  offices  charged  with  personnel  security  clearance 
functions. 

Other  Coast  Guard  officials  and  employees  in  the  performance 
of  their  official  duties  and  as  specified  by  current  instructions 
and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(kX5),  which  provide,  in  part,  that  investi¬ 
gatory  material  compiled  solely  for  the  purpose  of  determining  suit¬ 
ability,  eligibility,  or  qualifications  for  Federal  civilian  employment, 
military  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence,  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552a(kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  a  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG  626. 

System  name:  Official  Officer  Service  Records.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 


United  States  Coast  Guard(CG), 

Commandant  (G-PO), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Certain  records  in  the  system  are  maintained  at: 

National  Personnel  Records  Center, 

9700  Page  Boulevard, 

St.  Louis,  MO  63132. 

Portions  of  the  official  service  record,  e.g.,  health  record, 
security  status  jacket  and  leave  rectn’d  are  maintained  at  the 
officer’s  unit. 

Categories  of  individuals  covered  by  the  system:  All  Cdmmtssioned 
officers  of  the  Coast  Guard  on  active  duty,  permanent  or  disability 
retired  lists. 

Regular  officers  whonesign  and  do  not  accept  a  Reserve 
commission. 

Categories  of  records  in  the  system:  General  file  A  service  record 
card. 

Fitness  File  A  Officer  Summary  Records. 

Medical  File. 

Medical  History  for  officers  on  the  Temporary  Disability 
Retired  List. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fulfillment  of  normal 
administrative  procedures  including  assignment,  promotion,  training, 
etc. 

Physical  Evaluation  Boards. 

Board  for  Correction  of  Military  Records. 

Answering  of  Concessional  and  personal  inquiries  initiated  by 
the  individual  whose  record  is  concerned. 

Preparation  of  forms,  statements,  compilations  and  computations 
necessary  in  the  daily  personnel  administration  of  each 
individu^  entering,  reentering  or  leaving  the  Coast  Guard. 
(Routine  personnel  administration  requires  cop^  of  this  and 
other  service  record  material  to  be  included  in  administrative 
files  physically  separated  from  the  record;  however,  the 
original  of  this  material  will  be  included  in  the  official  service 
record  maintained  at  Coast  Guard  Headquarters). 

Furnishing  of  information  (authorized  and  spiffed  by  the 
individual  concerned)  to  other  agencies  or  individuals 
(specified  by  the  individual  concerned)  normally  concerned 
with  employment,  educational  or  veteran’s  ben^its,  claims  or 
applications. 

Furnishing  specified  material  in  an  officer’s  service  record 
pursuant  to  the  order  of  a  court  of  competent  jurisdiction. 

U^  by: 

Authorned  Coast  Guard  Personnel 

Personnel  from  other  Federal  Agencies  in  the  conduct  of  official 
busing  as  authorized  by  the  Chief,  Officer  Personnel 
Division  or  his  designated  representative. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  paper  and  are  assembled  and 
filed  in  one  official  service  record  per  member  and  stored  on  open 
shelf  files  in  a  room  with  controlled  access. 

Retrievability:  Individual  records  are  indexed  and  retrievable  by 
name  and/or  last  four  digits  of  member’s  service  number. 

Safeguards:  During  working  hours  physical  access  to  records  is 
controlled  by  the  Officer  Records  Branch  (G-PO-4). 

Records  are  maintained  in  a  central  storage  area  locked  behind 
two  separate  doors  during  non-working  hours  in  the  building, 
which  has  roving  and  static  security  patrols. 

Retention  and  disposal:  Each  individual  record  is  maintained  at 
Coast  Guard  Headquarters  until  three  months  after  retirement/resig- 
nation,  after  which  it  is  shipped  to  the: 

National  Personnel  Records  Center  (Mibtary  Personnel 
Records), 

9700  Page  Boulevard, 

St.  Louis,  MO  63132. 

After  the  separation  documents  are  received,  records  of  Reserve 
Officers  released  from  active  duty  and  Regular  Officers  who 
resign  and  accept  Reserve  Commissions  are  sent  to  the 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters. 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

System  managerfs)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation,  / 
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United  States  Coast  Guard  Headquarters, 

2100  2nd  Street.  SW, 

Washington,  DC  20S93. 

Notiflcation  procedure:  Inquiry  requests  for  a  determination  as  to 
whether  this  system  contains  records  on  an  individual  should  be 
made  by  that  individual,  in  person  or  in  writing,  to: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

•  2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Requestors  in  person  will  be  required  to  show  a  valid  I.D.  card. 
Written  request  must  include  the  member’s  name,  rank.  Social 
Security  Number,  and  period  of  service. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  activity  to  which  assigned  for  locally  main¬ 
tained  portions  of  subject  records. 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identiHcation  card,  driver’s  license  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Personal  interview  and  voluntary  sub¬ 
missions  by  individuals. 

Training/Educational  Reports. 

Fitness  Reports. 

USCG  District  Offices  and  other  operating  units  of  the  Coast 
Guard. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5USC  5S2a(kXS),  which  provide,  in  part,  that  investiga¬ 
tory  material  compiled  solely  for  the  purpose  of  determining  suitabil¬ 
ity,  eligibility,  or  qualifications  for  Federal  civilian  employment,  mili¬ 
tary  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure,  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence,  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under 'the  provisions  of  5  USC  SS2a(kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  government  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG  627. 

System  name:  Enlisted  Recruiting  Selection  Record  System.  DOT/ 
CG. 

System  location:  Primary  System: 

Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-P), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segmerits  are  maintained  at: 

Coast  Guard  District  offices  and  Coast  Guard  recruiting  offices. 
See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Records  and  corre¬ 
spondence  pertaining  to  prospective  applicants,  applicants  for  regular 
and  reserve  enlisted  programs,  and  any  other  individuals  who  have 
initiated  correspondence  pertaining  to  enlistment  in  the  United  States 
Coast  Guard. 

Categories  of  records  in  the  system:  Records  and  correspondence 
in  both  automated  and  non-automated  forms  concerning  personal 
history,  education,  professional  qualifications,  mental  aptitude,  physi¬ 
cal  qualifications,  character  and  interview  appraisals.  National 
Agency  Checks  and  certifications,  service  performance  and  congres¬ 
sional  or  special  interests. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  punioses  of  such  uses:  Officials  and  employees  of 
the  U.S.  Coast  Guard  in  the  performance  of  their  duties  in  managing 


and  contributing  to  the  recruitment  program  of  the  Coast  Guard 
Reserve. 

The  Comptroller  General  or  any  of  his  authorized 
representatives,  upon  request,  in  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Office  relating  to  the 
management  or  quality  of  military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent 
enlistment  or  other  matters  under  the  jurisdiction  of  such 
agencies. 

Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the 
performance  of  their  official  duties  related  to  the  management 
or  quality  of  military  recruitment. 

Officials  and  employees  of  the  Veterans  Administration  and 
Selective  Service  System  in  the  performance  of  their  official 
duties  related  to  enlistment  and  reenlistment  eligibility  and 
related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their 
jurisdiction  requiring  disclosure  of  files  or  records  of 
personnel  covered  by  this  system. 

Such  contractors  and  their  employees  as  are  or  may  be  operating 
in  accordance  with  an  approved  official  contract  with  the  U.S. 
Government. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tape. 

Paper  records  are  stored  in  file  folders. 

Retrievability:  Alphabetically  by  name  of  subject  and  social  secu¬ 
rity  number. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
within  the  Coast*T}uard  recruiting  organization  and  are  handled  with 
security  procedures  appropriate  for  documents  marked  ‘For  Official 
Use  Only*. 

Retention  and  disposal:  Records  are  normally  maintained  for  two 
years  and  then  disposed  of  by  multilating,  shredding,  or  burning. 

System  manageris)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transpiortation, 

United  States  Coast  Gurad  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to,  or  visiting.  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  appropriate  local  office  where  the  record,  or 
portion  there  of,  is  filed. 

Prior  written  notification  is  required  to  insure  that  records  will 
be  available  at  time  of  visit. 

Proof  of  identity  will  be  required  prior  to  affording  access  to 
records.  A  military  identification  card,  driver’s  license,  or 
similar  document,  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘{lecord  Access  Procedure*. 

Record  source  categories:  Coast  Guard  recruiting  personnel  and 
administrative  staff. 

Medical  personnel  or  private  physicians  providing  consultations 
or  patient  history. 

Character  and  employer  references. 

Educational  institutions,  staff  and  faculty  members. 

Selective  Service  System. 

Local,  state,  and  Federal  law  enforcement  agencies. 

Prior  or  current  military  service  records. 

Members  of  Congress. 

Other  officials  and  employees  of  the  Coast  Guard,  Department 
of  Defense  and  components  thereof,  in  the  performance  of 
their  duties  and  as  specified  by  current  instructions  and 
regulations  promulgated  by  competent  authority. 

Systems  exempted  fivm  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(kX5,  which  provide,  in  part,  that  investiga¬ 
tory  material  compiled  solely  for  the  purpose  of  determining  suitabil¬ 
ity,  eligibility,  or  qualification  for  Federal  civilian  employment,  mili¬ 
tary  service.  Federal  contracts,  o£  access  to  classified  information 
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may  be  withheld  from  disclosure  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Oovemment  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  3  USC  5S2a  (kXT),  which 
provide,  in  part,  that  evaluation  material  used  to  determine  for 
promotion  in  the  armed  services  may  be  withheld  from  dis¬ 
closure  but  only  to  the  extent  that  the  disclosure  of  such 
material  would  reveal  the  identity  of  a  source  who  furnished 
information  to  the  Government  under  an  express  promise  that 
the  identity  of  a  source  would  be  held  in  confidence,  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise 
that  the  identity  of  the  source  would  be  held  in  confidence. 

DOT/CG  628. 

System  name:  Officer,  Enlisted,  and  Recruiter  Selection  Test  File. 
DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PMR), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Civilian  or  military 
personnel  who  have  taken  the  following  tests: 

U.S.  Navy  Officer  Qualification  (OQT^. 

U.S.  Navy  and  U.S.  Marine  Corps  Aviation  Selection  (AST). 

U.S.  Navy  Basic  Test  Battery  (BTB)  (retests). 

The  Cooperative  Tests  for  Advanc^  Electronic  Training  (AET 
TESTS). 

The  16  Personality  Factor  Test  used  for  screening  of  enlisted 
personnel  for  recruiting  duty. 

Professional  Examination  for  Merchant  Mariners. 

Categories  of  records  in  the  system:  Card  files,  answer  sheets. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  are  kept  to 
provide  the  test  results  if  an  applicant  (civUian  or  military)  applies  for 
an  officer  program  or  is  already  in  mUitary  and  interested  in  certain 
training  programs. 

Internal  users; 

Officer  Recruiting,  Enlisted  Recruiting,  Enlisted  Personnel, 
Training  Programs,  Merchant  Marine,  Commanding  Officer, 
Enlisted  Personnel  District,  Personnel  offices.  Training 
Centers  and  Academy. 

Other  Government  Agencies: 

U.S.  Navy  Recruiting,  U.S.  Marine  Corps,  U.S.  Navy  Bureau  of 
Medicine  and  Surgery. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders,  case  files. 

Retrievability:  By  name. 

Safeguards:  Combination  -  type  safe,  locked  files. 

Test  results  are  given  only  on  a  need  to  know  basis  to 
authorized  personnel. 

Only  custodian  of  safes  and  alternate  custodian  have  access. 
Retention  and  disposal:  Test  answer  sheets  are  destroyed  after  2 
years. 

Card  file  -  destroyed  after  4  years. 

System  manageKs)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure.* 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identification  card,  driver’s  license  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 


Record  aourca  categories:  Individuals  concerned  and  United  States 
Coast  Guard  recruiting  officials. 

U.S.  Marine  Corps  officials. 

'  U.S.  Navy  Recruiting  officials, 

U.S.  Navy  Bureau  of  Medicine  Surgery  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  3  USC  552(k)(6),  which  provides,  in  part,  that  testing 
or  examination  material  used  solely  to  determine  individual  qualifica¬ 
tions  for  appointment  or  promotion  in  the  Federal  service  may  be 
withheld  from  disclosure  to  the  extent  that  disclosure  of  these  rec¬ 
ords  would  compromise  the  objectivity  or  fairness  of  the  testing  or 
examination  process. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552a  (k)  (5),  which 
provide,  in  part,  that  investigatory  material  compiled  soley  for 
the  purpose  of  determining  suitability,  eligibility,  or 
qualifications  for  Federal  civilian  employment,  military 
service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that 
the  disclosure  of  such  material  would  reveal  the  identity  of  a 
source  who  furnished  information  to  the  Government  under 
an  express  promise  that  the  identity  of  the  source  would  be 
held  in  confidence  or,  prior  to  the  effective  date  of  this 
section,  under  an  implied  promise  that  the  identity  of  the 
source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  pro-  visions  of  5  USC  552a  (kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  informaton  to  the  Government  under  an  express 
promise  that  the  identity  of  a  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG  629. 

System  name:  Enlisted  Personnel  Record  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PMR), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralize  segments  of  the  system  are  located  at  each 
District  office  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  All  enlisted  mem¬ 
bers  of  the  Coast  Guard  now  serving  on  active  duty  (including 
enlisted  members  of  the  Reserve  on  extended  active  duty),  and  mem¬ 
bers  who  have  been  temporarily  or  permanently  retired  or  dis¬ 
charged. 

Categories  of  records  in  the  system:  Enlisted  contract  package, 
record  of  emergency  data,  leave  records,  performance  ratings,  admin¬ 
istrative  remarlu,  medical  records. 

All  other  requisite  Coast  Guard  personnel  forms,  and  pertinent 
miscellaneous  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  For  use  in  formulating  all 
Coast  Guard  personnel  actions  including,  but  not  limited  to,  assign¬ 
ment,  promotion,  re-enlistment,  retirement,  discharge,  determination 
of  entitlement  to  pay  and  allowances,  correction  of  records,  and 
disciplinary  actions. 

Data  is  provided  to  the  Veterans  Administration  for 
determination  of  an  individual’s  eligibility  for  benefits 
administered  by  that  agency  and  tb  medical  facilities 
maintained  by  the  Department  of  Health,  Education  and 
Welfare  in  conjunction  with  medical  treatment  afforded  an 
individual. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  enlisted  files  record  jackets 
and  stored  in  file  cabinets. 

Retrievability:  Records  are  retrievable  by  name  of  individual  or 
the  last  three  digits  of  the  individual’s  social  security  number. 

Safeguards:  Records  maintained  at  Coast  Guard  Headquarters  are 
located  in  a  central  storage  area,  locked  behind  two  separate  doors 
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during  non-working  hours,  in  a  building  with  a  roving  security 
patrol. 

Records  at  field  units  are  maintained  in  Government  office 
buildings  with  off-duty  hours  security. 

During  working  hours,  access  to  records  is  controlled  by  office 
personnel. 

Retention  and  disposah  Individual  records  are  maintained  at  CG 
Headquarters  until  six  months  after  an  enlisted  member  is  discharged, 
permanently  retired  for  physical  disability,  or  retired  for  years  of 
service,  after  which  records  are  transmitted  for  permanent  storage  ta 
the: 

National  Personnel  Records  Center,  (Military  Personnel 
Records)  GSA, 

9700  Page  Boulevard, 

St.  Louis,  MO  63132. 

In  the  case  of  members  transferred  to  the  Reserve,  their  records 
are  sent  to  Commandant  (G-RA-2)  after  separation  documents 
are  received. 

System  managerfs)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Tranaportation, 

Utihed  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notiftcation  procedure;  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW„ 

Washington.  DC  20593. 

Written  request  must  be  signed  by  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to,  or  visiting,  C^mandant  (G-CMA)  at  the  address  in  ‘Notiflcation 
Procedure*  or  the  local  Coast  Guard  District  or  unit  administrative 
officer  for  the  area  in  which  an  individuars  duty  station  is  located. 
Proof  of  identity  will  be  ^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  ard,  a  driver's 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Information  is  obtained  from  the  individ¬ 
ual,  and  Coast  Guard  Officials. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(kXS),  which  provide,  in  part,  that  investi¬ 
gatory  material  compiled  soldy  for  the  purpose  of  determining  suit¬ 
ability,  eligibility,  or  qualifications  for  Federal  civilian  employment, 
military  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  cmly  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552a(kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withhdd 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
-  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG630. 

System  name:  Coast  Guard  Family  Housing.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT). 

United  States  Coast  Guard  (CGX 
Commandant  (G-P), 

2100  2nd  Street.  SW. 

Washington.  DC  20593. 

Decentralize  segments  are  maintained  at: 

Each  District  and  Headquarters  Unit  See  Appendix  I  for 
iocatioas. 

Categories  of  fauBridnais  covered  by  the  system:  Military  and  civil- 
iaa  personnel  of  all  pay  grades  who  make  applicttkm  for  government 
and/or  government  leased  housing. 


Military  personnel  who  make  application  in  locating  community 
housing,  married  officers  and  married  E-3  or  above  (over  2 
years  serviceX 

Certain  government  employees  occupying  government  housing. 
Military  or  civilian  personnel  who  have  corresponded  with  the 
President,  a  Congressman,  or  the  Commandant  concerning 
family  housing. 

Categories  of  records  in  the  system:  Applicants  name,  pay  grade, 
marital  status,  current  address  and  dependent  information  maintained 
for  the  Coast  Guard  Housing  Administration  Information  and  Liaison 
(HAIL)  System. 

Includes  family  housing  survey;  computer  data  summaries  are 
maintained  for  the  family  housing  survey. 

Copies  of  correspondence  from  individual  to  the  President,  a 

'  ^ngressman  or  the  Commandant,  inquiry  sheets,  and  replies 
maintained  for  Congressional  correspondence  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  by  authori^ 
Coast  Guard  employees  in  performance  of  their  duties  in  placing  the 
applicant  in  government  owned  or  leased  housing  or  community 
housing. 

Assessing  housing  needs  of  District  and  Headquarters  Units. 
Answering  inquiries  from  individuals.  Congressmen  or  the 
Commandant  concerning  family  housing. 

Preparing  budgets. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders.  * 

Retrievability:  By  name  of  individual.  Coast  Guard  District  and 
date  received. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  and 
desk  file  drawers. 

Retmition  and  disposal:  Records  are  maintained  until  the  applicant 
is  placed  in  housing  and  then  destroyed. 

Records  concerning  Congressional  correspondence  are 
maintained  indefinitely. 

System  manager(s)  and  address:  Chief,  Office  of  Personnel,  Depart¬ 
ment  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington.  DC  20593. 

Written  request  must  be  signed  by  individual  whose  record  is 
being  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  Office.  See  address  in 
Appendix  I. 

Contesting  record  procednres:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Inforihation  is  obtained  from  applicants, 
individuals  who  complete  family  housing  survey  forms,  initiate  corre¬ 
spondence  concerning  family  housing  and  Coast  Guard  Officials. 

DOT/CG  632. 

System  naase:  Uniformed  Services  Identificatioo  and  Privilege  Card 
Record  System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PS), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Dependents  of 
U.S.  Coast  Guard  personnel  (active,  retired,  reserve  and  deceased). 
Former  Coast  Guard  personnel  who  have  been  rated  by  the 
Veterans  Administration  as  one-hundred  percent  disabled  and 
their  eligible  dependents. 

Categories  of  records  in  the  system:  Applications  for  Uniformed 
Service  Identification  and  Privilege  Card  (DD-1I72). 

Verification  for  eligibility  to  possess  the  Identification  and 
Privilege  Cards  (DD-1173). 

Pertinent  miscellaneous  correspondence. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized  Coast 
Guard  employees  to  verify  that  applicant  is  entitled  to  be  issued  an 
Identification  and  Privilege  Card. 

Verification  provided  to  other  Armed  Forces  authorized 
personnel  as  required. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Alphabetical  by  name. 

Safeguards:  Maintained  in  file  cabinets.  During  working  hours 
access  to  records  is  controlled  by  office  personnel.  During  non¬ 
working  hours  building  is  patrolled  by  roving  security  guards. 

Retention  and  disposal:  Retained  for  10  years  'after  which  they  are 
destroyed. 

System  manageKs)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW. 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  contain,  full  name,  social  security  number 
(SSN)  and  be  signed  by  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to,  or  visiting.  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure.* 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.' 

Record  source  categories:  Information  is  supplied  by  the  sponsor 
and/or  his  dependents. 

DOT/CG  633. 

System  name:  Coast  Guard  Civilian  Personnel  Security  Program. 
DOT/CG. 

System  location:  Department  of  Transportation  (IX)T), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PS/6), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segments  are  located  at; 

Each  District  Ofllice  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system: 

Coast  Guard  Civilian  Personnel. 

Applicants  for  civilian  positions. 

Categories  of  records  in  the  system:  Records  of  civilian  security 
clearance  granted.  Correspondence  and  requests  concerning  civilian 
personnel  security  actions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  determining 
eligibility  for  access  to  classified  information  under  Executive  Order 
11652  and  suitability  for  sensitive  positions. 

Categories  of  users  include  use  by  Coast  Guard  employees  in 
performance  of  official  duties  and  use  by  investigative  agents 
of  other  federal  agencies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folder  -  3x5  Index  cards. 

Retrievability:  R^rds  are  retrieved  by  name  of  individual. 

Safeguards:  Records  are  kept  in  locked  cabinets  and  safes.  Individ¬ 
ual  identification  is  required  for  users  of  records. 

Retention  and  disposal:  Upon  termination  of  employment  investi¬ 
gative  files  for  civilians,  which  serve  as  a  basis  for  security  clear¬ 
ances,  are  returned  to  the  Civil  Service  Commission. 

A  name  record  of  type  of  investigation  is  kept  for  5  years  and 
then  destroyed  by  burning. 

System  manager(s)  and  address:  Chief,  Office  of  Personnel, 


Department  of  Transportation, 

United  States  Coast  Guard  Headquartetrs, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  the  individual  whose  record  is 
being  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure'  or  the  local  office  or  unit.  See  addresses  in  Appendix  I. 
Proof  of  identity  will  be  r^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Civilian  Personnel: 

Civil  Service  Investigative  Reports,  Personnel  Security 
Clearance  requests  and  forms  SF-85,  SF-86  and  SF-171. 
Systems  exempted  from  certain  provisions  of  the  act:  Portions, of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(kXS),  which  provide,  in  part,  that  investi¬ 
gatory  material  compiled  solely  for  the  purpose  of  determining  suit¬ 
ability,  eligibility,  or  qualifications  for  Federal  civilian  employment, 
military  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence,  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552a  (k)  (7),  which 
provide,  in  part,  that  Evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  a  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

DOT/CG  635. 

System  name:  Coast  Guard  Mutual  Assistance.  DOT/USCG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PS-3), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segments  are  located  at: 

Each  District  Office  or  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Enlisted  military 
personnel  (active  duty  and  retired)  and  dependents. 

Officer  personnel  (active  duty  and  retired)  and  dependents. 
Categories  of  records  in  the  system:  Card  Index. 

-  Loan  applications  forms  fried  by  month. 

Educational  loan  file. 

Organization  financial  records. 

Bad  debts  listing. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized  Coast 
Guard  officials  in  approving  loan  and  grant  applications. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Index  boxes  and  file  folders. 

Retrievability:  By  name.  , 

Safeguards:  Maintained  in  separate  correspondence  fries. 

All  correspondence  regarding  an  applicant  is  considered 
priviledged  and  personnel  are  screened  prior  to  access. 

No  loan  records  or  correspondence  are  placed  in  service  record 
of  individual. 
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Periodic  inspections  are  performed. 

Retention  and  disposal:  Administrative  and  flnancial  data  relating 
to  CG  Mutual  Assistance  Cases  are  disposed  of  four  years  after  date 
of  last  transaction. 

All  other  records  and  correspondence  are  disposed  of  after  four 
years. 

System  managerts)  and  address:  Chief,  Office  of  Personnel, 
I!)epartment  of  Transportation, 

United  Sutes  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notiflcatioa  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  individual  whose  record  is 
being  requested.  Give  date  and  place  assistance  is  believed  to 
have  been  received. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  office  or  unit  for  the 
area  in  which  an  individual’s  duty  station  is  located.  See  Appendix  I 
for  addresses. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.' 
Record  source  categories:  Individual  requesting  loan  or  grant. 
DOT/CG«6. 

System  name:  Personal  Affairs  Record  System  Coast  Guard  Military 
Personnel.  DOT/CG. 

System  location:  Department  of  Transportaion  (DOT), 

United  States  Coast  Guard  (CG),  Commandant  (G-PSX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segments  at: 

Each  District  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  indiTidHala  covered  by  the  system:  Active  duty  and 
retired  Coast  Guard  military  personnel  who  have  been  subject  to 
damage  arising  out  of  domestic  relations  disputes,  alleged  personal 
indebtedness,  and  claims  of  alleged  paternity. 

Categories  of  records  in  the  system:  Case  files  containing  complaint 
concerning  alleged  personal  indebtedness,  complaints  arising  out  of 
domestic  relations  disputes,  claims  of  alleged  paternity. 

Files  contain  correspondence  including  investigative  steps, 
response  to  complaints  and  follow  up  cwrespondence  on 
■recurring  complaints.  Index  card  files  contain  summary  of 
material  contained  in  case  file  for  each  reference. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pniposes  of  such  uses:  For  use  in  attempting  to 
resolve  complaints  in  an  expeditious  manner. 

For  reference  in  development  of  future  policy. 

Information  is  used  by: 

Authorized  Coast  Guard  employees  in  performance  of  the 
duties. 

Complainant  and/or  authorized  representatives. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Case  file  and  card  index  file. 

Retrievability:  Alphabetical  listing. 

Safeguards:  Kept  in  locked  filing  cabinet. 

Personnel  are  screened  prior  to  granting  access. 

Retention  and  disposal:  Maintained  for  5  years  after  action  com¬ 
pleted  and  then  destroyed. 

System  manager(s)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation, 

United  States  Coast  Guard  H^quarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 


Commandant  (G-CMA),  ^ 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  the  individual  whose  record 
is  being  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  Office  or  unit  for  the 
area  in  which  an  individual’s  duty  station  is  located.  See  Appendix  I 
for  addresses. 

Proof  of  identity  will  be  r^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license  or  similar  document  will  be  considered  suitable 
identification. 

Conteating  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Information  is  obtained  from  complain¬ 
ants,  their  legal  representatives  and  Coast  Guard  officials. 

DOT/CG  631. 

System  name:  Appointment  of  Trustee  or  Guardian  for  Mentally 
Incompetent  Personnel.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  Headquarters  (CG), 

Commandant  (G-PSX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segments  are  located  at: 

Each  District  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  and 
retimi  Coast  Guard  military  personnel. 

Categories  of  records  in  the  system:  Case  files  containing  informa¬ 
tion 'relating  to  the  mental  incompetency  of  certain  Co^t  Guard 
personnel. 

Records  used  to  assist  Coast  Guard  Officials  in  appointing 
trustees  for  mentally  incompetent  Coast  Guard  persons. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Authorized  Coast  Guard 
employees  in  performance  of  their  duties,  prospective  appointees, 
including  but  not  limited  to  relatives,  lawyers,  physicians  or  other 
designated  respresentatives. 

Veterans  Administration  upon  request  for  the  determination  of 
eligibility  for  benefits  administered  by  that  agency. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Locked  file  cabinet. 

RetrievabUity:  Alphabetical  listing. 

Safeguards:  Stored  in  locked  file  cabinets. 

Acess  restricted  to  representatives  of  incompetent. 

Identification  required,  such  as,  a  military  identification  card, 
valid  state  driver’s  license,  or  other  picture  identification  card. 
Retention  and  disposal:  Maintained  for  5  years  after  action  is 
completed  then  destroyed. 

System  manageKs)  and  address:  Chief,  Office  of  Personnel. 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters. 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters', 

Commandant  (G-CMA), 

2100  2nd  Street,  SW„ 

Washington,  DC  20593. 

Written  request  must  be  signed  by  trustee  or  guardian. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  office  or  unit  having 
custody  of  the  records.  Sm  Appendix  I  for  addresses. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Coast  Guard  officials,  legal  representa¬ 
tives  of  individuals  and/or  individuals  concerned,  and  complainants. 

DOT/CG  638. 

System  name:  Drug  and  Alcohol  Abuse  Prevention  Program  Record 
System.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT). 
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Unit^  States  Coast  Guard  (CG), 

Coounandant  (G-PS), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

An  Coast  Guard  units  have  portions  of  duplicate  case  folders  on 
individuals  involved  in  the  program.  See  Appendix  I  for 
addresses. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Coast 
Guard  oWcers,  enlisted  personnel  and  reserve  personnel. 

Retired  and  separated  Coast  Guard  personnel. 

Categories  of  records  in  the  system:  Annotations  on  file  cards  of 
drug  abuse,  drug  exemptions,  drug  rehabilitation,  alcohol  rehabilita¬ 
tion  and  waiver  for  enlistment  in  the  Coast  Guard  cases. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to: 

Determine  extent  of  drug  and  alcohol  problem  in  the  Coast 
Guard. 

To  evaluate  program  effectiveness. 

Maintain  the  integrity  of  the  Coast  Guard  drug  exemption 
program  b^authorized  Coast  Guard  employees  in 
perrormance  of  their  official  duties. 

Assist  the  U.S.  Navy  Department  in  consonance  with  inpatient 
treatment  at  Navy  Rehabilitation  Centers. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  file  cards  (S‘x8‘)  and  message 
file. 

RetrievabiUty:  File  cards  are  indexed  by  name;  message  file  by 
date/time  group. 

Safe^ards:  Files  are  stamped  'For  Ofhcial  Use  Only'  and  main¬ 
tained  in  locked  filing  cabinet. 

Retention  and  disposal:  Disposal  schedules  are  under  development 
and  will  be  in  accord  with  disposal  schedules  of  the  Military  Person¬ 
nel  Record  System. 

System  manager(s)  and  address:  Chief,  Office  of  Personnel, 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street.  SW. 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  request  must  be  signed  by  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  'Notification 
Procedure'  or  the  local  Coast  Guard  District  or  unit  office  for  the 
area  in  which  an  individual’s  duty  station  is  located.  See  Appendix  I 
for  addresses. 

Proof  of  identity  will  be  r^uired  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license,  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  'Record  Access  Procedure.' 
Record  source  categories:  Reports  of  drug  exemption. 

Reports  of  civil  and  military  offenses  involving  drugs  or  alcohol. 
Reports  of  Coast  Guard  Intelligence  Investigation. 
Recommendation  for  inpatient  drug  or  alcohol  rehabilitation. 

From  individual  personnel,  medical,  and  security  records. 

DOT/CG  639. 

System  name:  Request  for  Remission  of  Indebtedness.  DOT/CG. 
System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PS), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralized  segments  are  located  at: 

Each  District  and  Headquarters  Unit  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  Duty 
Enlisted  Coast  Guard  Personnel. 

Categories  of  records  in  the  system:  Files  containing  correspond¬ 
ence,  requests  with  endorsements,  research  material,  paneling  action. 
Commandant’s  decisions. 


Routine  uses  of  records  maintained  in  the  system,  includ^  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  making 
determinations  based  on  the  best  interests  of  the  individual  and  the 
Government. 

Categories  of  users  are  Coast  Guard  Officials  in  performance  of 
their  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrimong,  accesmng,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Locked  filing  cabinets. 

Retrievability:  Alphabetical  listing. 

Safeguards:  Locked  filing  cabinets. 

Retention  and  disposal:  Retained  for  5  years  after  decision  is  made, 
then  destroyed. 

System  managerfs)  and  address:  Chief,  Office  of  Personnel 
Department -ef  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  'Notification 
Procedure'  or  the  local  Coast  Guard  District  or  unK  for  the  area  in 
which  an  individual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  to  records.  A  military  identification  card,  a  driver’s 
license  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  'Record  Access  Procedure.' 
Record  source  categories:  Information  is  obtained  from  individual 
and  Coast  Guard  Officials. 

DOT/CG  640. 

System  name:  Outside  Employment  of  Active  Duty  Coast  Guard 
Personnel.  DOT/CG. 

.  System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-PS), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Decentralize  segments  are  located  at: 

Each  District  Office  and  Headquarters  Unit.  See  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  Duty  and 
Reserve  Coast  Guard  Personnel. 

Categories  of  records  in  the  system:  Correspondence  relating  to 
individual’s  request  for  part  time  employment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  by  Coast  Guard 
officials  in  determining  in  questionable  cases  whether  an  individual 
should  hold  a  particular  job  or  position.  Both  the  legality  and  the 
propriety  of  the  request  are  considered. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Locked  filing  cabinet. 

Retrievability:  Alphabetical  listing. 

Safeguards:  Kept  in  locked  filing  cabinet. 

Access  restricted  to  individuals  who  request  outside 
employment,  and  authorized  Coast  Guard  officials. 

Proper  identification  is  required. 

Retention  and  disposal:  Retained  indefinitely. 

System  manageris)  and  address:  Chief,  Office  of  Personnel. 
Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 
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2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  the  individual  whose 
record(s)  is  being  requested. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  above  or  the  local  Coast  Guard  District  Office  or  unit  for 
the  area  in  which  an  individual’s  duty  station  is  located.  See  address¬ 
es  in  Appendix  I. 

Proof  of  identity  will  be  required,  prior  to  affording  an 
individual  access  to  records.  A  military  identification  card,  a 
driver's  license  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 
Record  source  categories:  Information  is  obtained  from  the  individ¬ 
ual  and  Coast  Guard  officials. 

DOT/CG  671. 

System  name:  Biographical  Statement.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-A), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Categories  of  individuals  covered  by  the  system:  Key  DOT  offi¬ 
cials,  USCG  officers. 

Categories  of  records  in  the  system:  Individual  biographical  data. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  Affairs  Staff  -  uses 
records  for  publicity. 

Personnel  Office  -  uses  records  for  promotion. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  forms  and  correspondence  are  stored  in  filing 
cabinets. 

Retrievability:  By  name. 

Safeguards:  Personnel  are  screened  prior  to  granting  access.  . 

Stored  in  building  having  roving  security  guards  during  non¬ 
working  hours. 

Retention  and  disposal:  Transferred  to  historical  file  upon  termina¬ 
tion  of  active  duty. 

System  manager(s)  and  address: 

Chief,  Office  of  Public  and  International  Affairs, 

Department  of  Transportation, 

U.  S.  Coast  Guard  Headquarters 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593.  Written  request  must  be  signed  by 
individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure.* 

Proof  of  identity  will  be  required  prior  to  granting  access.  A 
military  identification  card,  drivers  license,  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Individual  named  in  file. 

DOT/CG  676. 

System  name:  Official  Coast  Guard  Reserve  Service  Record.  DOT/ 
CO. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-RA), 

2100  2nd  Street,  SW, 

Washington,  DC  20593.  For  official  records  on  discharged, 
retired,^d  separated  former  members: 

General  Services  Administration  (GSA), 

National  Personnel  Records  Center  (Military  Personnel 
Records),  - 
9700  Page  Boulevard, 

St.  Louis.  MO  63132. 


Decentralized  segments  are  located  at; 

Each  Coast  Guard  District  Reserve  office  (for  District  records). 

Categories  of  individuals  covered  by  the  system:  Reserve  officer 
and  enlisted  personnel  (not  on  extended  active  doty)  in  an  active, 
inactive,  retired,  discharged,  separated  or  former  member  status;  in¬ 
cluding  those  Reservists  released  from  extended  active  duty  to  fulfill 
a  specified  term  of  obligated  inactive  reserve  service. 

'Enrolled  and  disenrolled  members  of  the  Temporary  Coast 
Guard  Reserve. 

Categories  of  records  in  the  system:  Official  career  history  of  each 
Reservist  including  (as  applicable); 

Enlistment  contract  or  Oath  of  Office. 

Record  of  Emergency  Data. 

Training  Courses/Educational  achievementrf. 

Rate/Grade/Rating  qualifications. 

Leave  record. 

Performance  of  duty  marks/fitness  reports. 

Medals  and  commendations. 

Record  of  sea  duty/duty  outside  continental  United  States. 

Statements  of  creditable  and  former  service  (including  pay  base 
date). 

Statements  and  computations  of  retirement  points. 

Official  orders. 

Correspondence  pertaining  to  any/all  of  the  above. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Fulfilment  of  normal  administrative  personnel  procedures, 
including  examining  and  screening  for  completeness  and 
accuracy  of  records  and  correspondence  pertaining  thereto. 

Screening  of  service  records  for  ^vancement,  promotion,  or 
retention  of  individual  Reservists  by  various  Reserve  Boards. 

Answering  of  Congressional  and  personal  inquiries  initiated  by 
the  individual  whose  record  is  concerned. 

Preparation  of  forms,  statements,  compilations  and  computations 
necessary  in  the  daily  personnel  administration  of  each 
individud  entering,  reentering  or  leaving  the  Coast  Guard 
Reserve.  Routine  personnel  administration  requires  copies  of 
this  and  other  service  record  material  to  be  included  in 
administrative  files  physically  separated  from  the  record; 
however,  the  original  copy  of  this  material  will  be  included  in 
the  official  service  record  maintained  at  Coast  Guard 
Headquarters. 

Furnishing  of  information  (authorized  and  sp^ified  by  the 
individual  concerned)  to  other  agencies  or  individuals 
(specified  by  the  individual  concerned)  normally  concerned 
with  employment,  educational  or  Veterans  benefits,  claims,  or 
applications. 

Furnishing  specified  material  in  a  Reservist’s  service  record 
pursuant  to  the  order  of  a  court  of  competent  jurisdiction. 

Used  by; 

Individual  upon  whom  records  are  kept  (personal  review). 

File  clerks  and  personnel  from  the  Office  of  Reserve, 
Administration,  Training,  and  Programs  Divisions  in  the 
normal  performance  of  their  duties. 

Other  personnel  within  the  Coast  Guard  in  the  normal 
performance  of  their  duties,  as  authorized  by  the  Chief, 

Reserve  Administration  Division  or  his  designated 
representative. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  maintained  on  paper  assembled  and  filed  in  one 
official  service  record  per  member. 

Retrievability:  Individual  Service  Records  are  indexed  and  retriev¬ 
able  by  name  and/or  triple  terminal  digit  of  member’s  service 
number. 

Safeguards:  Service  records  are  maintained  in  a  central  storage 
area  locked  behind  two  separate  doors. 

During  non-working  hours  the  building  security  consists  of 
roving  and  static  security  patrols. 

During  working  hours  physical  access  to  records  is  controlled 
by  Records  ^ntrol  Branch  personnel. 

Retention  and  disposal:  Individual  records  are  maintained  at  CG 
Headquarters  until  six  months  after  an  enlisted  member’s  separation 
from  the  service  (three  months  for  officers),  after  which  it  is  trans¬ 
mitted  for  permanent  storage  to  the: 

Military  Personnel  Record  Center  (MPRC) 

National  Personnel  Records  Center  (NPRC), 

9700  Page  Boulevard, 
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St.  Louis,  MO  63132. 

In  the  case  of  retired  members,  the  service  record  is  shipped  to 
NPRC  upon  retirement. 

System  mamigerts)  and  address: 

Chief,  Office  of  Reserve  (G-R), 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street  SW, 

Washington,  DC  20593. 

Notification  procedure:  Inquiry  requests  for  determination  whether 
this  system  contains  records  on  an  individual  should  be  made  by  that 
individual,  in  person  or  in  writing  to: 

Department  of  Transportation, 
united  States  Cost  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Written  requests  must  be  signed  by  the  individual  and  must 
include  the  member’s  name,  social  security  number  and/or 
reserve  number. 

Record  access  pit^dures:  Procedures  for  access  may  be  obtained 
by  writing  to  or  visiting  Commandant  (G-CMA)  at  the  address  in 
‘Notification  Procedure'  or  the  District  Office  in  which  an  individ¬ 
ual’s  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  affording  an  individual 
access  (may  consist  of  a  military  identification,  driver’s  license, 
or  other  suitable  identification.) 

Contesting  record  procedures:  Same  as  ’Record  Access  Procedure.* 

Record  source  categories:  Information  contained  in  a  member’s 
service  record  is  obtained  from  the  individual  concerned,  CG  Head¬ 
quarters,  District  offices  and  other  CG  units. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(k)  (5),  which  provide,  in  part,  that  investi¬ 
gatory  material  compiled  solely' for  the  purpose  of  determining  suit¬ 
ability,  eligibility,  or  qualifications  for  Federal  civilian  employment, 
military  service.  Federal  contracts,  or  access  to  classified  information 
may  be  withheld  from  disclosure  but  only  to  the  extent  that  the 
disclosure  of  such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express  promise 
that  the  identity  of  the  source  would  be  held  in  confidence,  or,  prior 
to  the  effective  date  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552a  (k)  (7),  which 
provides,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  withheld 
fiom  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section,  under 
an  implied  promise  that  the  identity  of  the  source  would  be 
held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  5  USC  552  (k)  (6X  which 
provides,  in  part,  that  testing  or  examination  material  used 
soley  to  determine  individual  qualifications  for  appointment  or 
promotion  in  the  Federal  service  may  be  withheld  from 
disclosure  to  the  extent  that  disclosure  of  these  records  would 
compromise  the  objectivity  or  fairness  of  the  testing  or 
examination  process. 

DOT/CG  677. 

System  name:  Coast  Guard  Reserve  Personnel  Mobilization  System. 
DOT/CG. 

System  location:  Department  of  Transportation,  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-RP), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Commander  Reserve  in  each  Coast  Guard  District  Office 
(except  17th). 

Each  District  and  Headquarters  Unit. 

See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  the  system:  Reserve  officer 
and  enlisted  personnel  (not  on  extended  active  duty)  in  an  Active  or 
Retired  status;  including  those  Reservists  releas^  from  extended 
active  duty  to  fulfill  a  specified  term  of  obligated  inactive  Reserve 
service. 


Categories  of  records  in  die  system: 

Mobilization  and  qualification  cards  and  orders. 

Initial,  Annual,  and  Retired  Screening  and  Qualification 
(^^onaires. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fulfillment  of  non^ 
administrative  procedures  including  the  examining  and  screening  for 
completeness  and  accuracy  of  records^  corre^ndence  pertaining 
thereto  as  a  basis  for  assignment  to  active  duty  for  training;  special 
active  duty  for  training  or  extended  active  duty  and  mobilization 
billets. 

Users  of  these  Records  are  Coast  Guard  employees  in 
performance  of  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  maintained  on  paper,  punched  cards  and  magnet¬ 
ic  tape 

Retrievability:  Individual  Reservists  are  indexed  by  name  and/or 
social  security  account  number. 

Safeguards:  Safeguards  and  controls  afforded  this  system  of  rec¬ 
ords  are  similar  to  those  normally  employed  ’For  Official  Use  Only’ 
material,  both  at  Headquarters  and  District  Offices. 

Records  are  maintained  in  locked  secure  areas  when  not  in  use 
and  personnel  screening  is  employed  prior  to  granting  access. 

Retentkm  and  disposal:  Individual  records  are  maintained  at  CG 
Districts  and  at  H^quarters  throughout  the  members  active  Re¬ 
serve  status  and  during  any  period  in  a  Retired  Status  thereafter  (as 
applicable,  and  for  as  long  as  that  member  is  considered  a  mobilizable 
resource). 

A  ’dead  file’  is  often  maintained  for  those  Reservists  transferred, 
discharged,  or  otherwise  separated  (this  procedure  varies  from 
District  to  District.) 

The  majority  of  records  in  this  system  (in  any  form)  are 
generally  destroyed  immediately  after  the  expiration  of  their 
useful  life,  except  those  retained  in  the  aforementioned  ’dead 
files’  (which  are  subsequently  destroyed  one  year  after 
placement  in  the  file).  The  major  exceptions  to  this  policy  are 
the  Screening  and  Qualification  Questionaires,  which  are  filed 
in  the  Reservists  District  Service  Record. 

Records  are  destroyed  by  mutilating,  shredding  or  burning. 

System  manageris)  and  address: 

Chief,  Office  of  Reserve  (G-R), 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters 
2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notification  procedure:  Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMAX 
2100  2nd  Street,  SW, 

Wa^ington,  DC  20593. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Individual  should  contact  Commandant 
(G-CMA)  in  person  or  in  writing  at  the  address  in  ‘Notification 
Procedure’. 

For  records  maintained  at  the  District,  individual  should  contact 
the  Commander  (r)  at  the  District  to  which  the  individual  is 
assigned.  Refer  to  Appendix  I  for  addresses. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.’ 

Record  source  categories:  Information  contained  in  this  system  of 
records  is  obtained  from  the  following  sources:  the  individual  him¬ 
self,  CG  Headquarters,  and  CG  District  Oft'ices. 

DOT/CG  678. 

System  name:  Reserve  Personnel  Management  Information  System 
(Automated). 

System  location:  Department  of  Transportation  (DOT) 

United  States  Coast  Guard  (CG) 

Commandant  (G-RA) 

2100  2nd  Street,  S.  W. 

Washington,  DC  20593 

Categories  of  individuals  covered  by  the  system:  Reserve  officers 
and  enlisted  personnel  in  an  active  or  inactive  status,  including  re¬ 
tired  reservist,  and  those  reservists  released  from  extended  active 
duty  to  fulfill  a  specific  term  of  inactive  obligated  service. 

Categories  of  records  in  the  system:  Included  in  RPMIS  are  the 
following  data  concerning  each  Coast  Guard  Reservist  in  this  system 
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which  are  necessary  to  administer  the  Coast  Guard  program:  name, 
social  security  number,  present  and  last  five  grades  or  rates,  educa¬ 
tional  background,  civilian  and  military,  foreign  language  and  profi¬ 
ciency,  history  of  unit  assignments  and  dates  assigned,  duty  status, 
date  of  birth,  date  of  enlistment,  appointment  or  extension,  AFQT 
scores,  source  of  entry,  date  of  commission,  prior  service,  date  of 
expiration  of  obligation,  anniversary  data  on  pay  base  date,  aviation 
pay  and  administrative  pay,  training  rating,  reserve  category  and 
class,  training/pay  category,  data  on  ADT  for  last  five  years,  number 
of  dependents.  Federal  withholding  exemptions.  Selective  Service 
induction  certification,  date  of  completion  of  Ready  obligation,  offi¬ 
cer  experience  indicator,  last  screening  date  and  result,  civilian  occu¬ 
pation,  date  of  last  National  Agency  Check,  Background  Investiga¬ 
tion  and  security  clearance,  domestic  emergency  volunteer,  date  of 
last  physical  and  immunization,  data  on  special  active  duty  for  train¬ 
ing  and  extended  active  duty,  annual  training  date,  total  retirement 
points  and  satisfactory  years  of  service  for  retirement  purpose,  cur¬ 
rent  year  retirement  point  accounting  data,  including  inactive  duty 
training  participation,  correspondence  course  activity,  taxable  wages 
paid  and  withholdings,  uniform  allowances.  Servicemens  Group  Life 
Insurance  (SGLI)  information,  mailing  address,  and  work  and  home 
phone  number. 

Routine  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Tlie  RPMIS  is  used  for 
the  personnel  administration  of  individual  reservists  and  the  overall 
management  of  the  reserve  program.  See  prefatory  Statement  of 
General  Routine  Uses.  The  Master  Personnel  File  provides  sutus  and 
qualification  listings,  expiration  of  enlistment  and  physical  reports, 
strength  management  reports,  unit  and  district  roster,  and  advance¬ 
ment  and  promotion  reports.  The  Pay  and  Point  File  provides  point 
count  statements,  budgeting  reports,  inactive  duty  and  active  duty 
pay,  and  retirement  eligibility  listings.  The  addresses  of  individud 
reservists  are  used  for  mailing  paychecks,  earning  statements.  The 
Reservist*,  and  Annual  Screening  Questionnaires.  Records  in  this 
system  are  routinely  disclosed  to  the  Treasury  Department  to  com¬ 
plete  payroll  checks.  Used  by:  Authorized  personnel  from  the  Office 
of  Reserve  and  the  Office  of  the  Comptroller,  authorized  personnel 
on  the  staff  of  the  various  district  commanders  in  the  normal  per¬ 
formance  of  their  official  duties,  the  Deputy  Assistant  Secretary  of 
Defense  for  Manpower,  Logistics  and  Reserve  Affairs  and  others  as 
authorized  by  Chief,  Office  of  Reserve  or  his  representative. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  storage  is  on  computer  disks  with  magnetic  tape 
backups.  The  file  is  updated  weekly. 

Retrievability:  Individual  records  in  the  system  are  retrieved  by 
Social  Security  Number. 

Safeguards:  Magnetic  tapes  are  stored  in  locked  storage  areas 
when  not  in  use  and  are  accounted  for  at  ail  times  during  actual  use. 
Personnel  screening  is  employed  prior  to  granting  access. 

Retention  and  disposal:  Magnetic  tapes  are  used,  corrected -and 
updated  until  the  tapes  become  physically  deteriorated  after  which 
they  are  destroyed.  A  reservist’s  address  is  maintained  on  file  for 
approximately  one  year  after  dis-  charge,  to  allow  for  processing  of 
annual  point  statements  and  W-2  forms.  Audit  trails  are  maintained 
indefinitely  and  the  Master  Personnel  file  and  Pay  and  Points  file  are 
continually  updated. 

System  manageKs)  and  address:  Chief,  Office  of  Reserve,  Depart¬ 
ment  of  Transportation,  United  States  Coast  Guard  Headquarters, 
Commandant  (G-R),  2100  2nd  Street,  S.W.,  Washington,  DC  20S93. 

Notification  procedure:  R^uests  to  determine  if  this  system  con¬ 
tains  information  on  any  individual  should  be  made  in  person  or  in 
writing  to:  Department  of  Transportation,  United  States  Coast  Guard 
Headquarters,  Commandant  (G-CMA),  2100  2nd  Street,  S.W.,  Wash¬ 
ington,  DC  20S93.  Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  for  access  to  records  may  be 
obtained  by  writing  to  or  visiting  Commandant  (G-CMA)  at  the 
address  in  ‘Notification  Procedures*.  Prior  written  notification  of 
personal  visit  will  insure  that  the  record  will  be  available  at  the  time 
of  visit.  Proof  of  identity  will  be  required  prior  to  release  of  records. 
A  military  identification  or  similar  document  will  be  considered  suit¬ 
able  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce¬ 
dures*. 

Record  source  categories:  Information  contained  in  the  system  is 
obtained  from  the  individual.  Coast  Guard  Headquarters  and  district 
offices,  and  the  various  operating  units  of  the  Coast  Guard. 


DOT/CG  686. 

System  name:  Coast  Guard  Motor  Vehicle  Operator  Permit.  DOT/ 
CG. 

System  location:  Department  of  Transportation  (DotO, 

United  States  Coast  Guard  (CG), 

System  is  maintained  at:  District  and  Headquarters  Unit  Safety 
Offices. 

See  Appendix  I  for  locations. 

Categories  of  individuals  covered  by  tbe  system:  Licensed  Coast 
Guard  employees. 

Categories  of  records  in  tbe  system:  Statement  of  driving  history 
and  drive  test  results. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized  Coast 
Guard  Officials  for  licensing  Coast  Guard  employees  to  enable  them 
to  drive  on  Coast  Guard  property. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Applications  (CG  3308)  are  stored  in  file  cabinets. 

Retrievability:  Retrieved  by  name/service  number. 

Safeguards:  Locked  files. 

Retention  and  disposal:  5  years. 

System  manager(s)  and  address:  Chief,  Safety  Programs  Division, 
Department  of  Tranportation, 

U.S.  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Notification  procedure:  Contact: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  or  the  local  Coast  Guard  District  or  unit  office  for  the 
area  in  which  duty  station  is  located. 

Proof  of  identity  will  be  required  prior  to  granting  access.  A 
military  identification  card,  driver’s  license  or  similiar 
document  is  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Individual  submission,  accident  experi¬ 
ence,  and  driver’s  examination. 

DOT/CG  691. 

System  name:  Master  Chief  Petty  Officer  of  the  Coast  Guard  Indi¬ 
vidual  Grievance  and  Correspondence  File.  DOT/CG. 

System  location:  Department  of  Transportation  (DOT), 

United  States  Coast  Guard  (CG), 

Commandant  (G-CMCPO), 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

System  is  also  maintained  at: 

Each  District  and  Headquarters  Unit  which  has  a  Senior 
Enlisted  Advisor  assigned.  See  Appendix  I  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Enlisted  Coast 
Guard  Personnel  who  have  filed  a  grievance  or  requested  informa¬ 
tion  through  the  Master  Chief  Petty  Officer  of  the  Coast  Guard  (at 
Headquarters)  or  the  Senior  Enlisted  Advisors  at  field  units. 

Categories  of  records  in  tbe  system:  Correspondence  and  other 
related  information  compiled  during  the  process  of  resolving  alleged 
grievance. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Master  Chief 
Petty  Officer,  Commandant/Vice  Commandant,  Special  Assistant, 
Administrative  Aide  and  other  authorized  officials,  to  resolve  enlisted 
personnel  problems  and  inquiries. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  in  locked  file  cabinet. 

Retrievability:  By  name. 

Safeguards:  Locked  room  and  file  cabinets. 
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Screening  of  personnel  prior  to  granting  access. 

RetcntioB  awl  disposal:  Kept  until  individual  is  discharged  or 
retired  at  which  time  the  records  are  destroyed  by  mutilating,  shred¬ 
ding  and  burning. 

System  managerts)  and  address:  Master  Chief  Petty  Officer  of  the 
Coast  Guard, 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

2100  2nd  Street,  SW, 

Washington,  DC  20593. 

Notiffcation  procedure: 

Department  of  Transportation, 

United  States  Coast  Guard  Headquarters, 

Commandant  (G-CMA), 

2100  2nd  Street,  SW, 

Washington,  DC  20S93. 

Written  requests  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  or  visiting  Commandant  (G-CMA)  at  the  address  in  ‘Notification 
Procedure*  above  or  the  local  activity  where  the  complaint  was  filed. 
See  Appendix  I  for  addresses. 

Prior  written  notification  of  personnel  visits  is  required  to  insure 
that  the  records  will  be  available  at  the  time  of  visit. 

Proof  of  identity  will  be  required  prior  to  release  of  records.  A 
military  identification  card,  driver’s  license  or  similiar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.' 
Record  source  categories:  Information  received  from  individuals 
and  Coast  Guard  Units. 

DOT/FAA  800. 

System  name:  Aviation  Medical  Certification  System  E>OT/FAA. 
System  location:  Records  are  located  at: 

Aeromedical  Certification  Branch, 

Aeronautical  Center^ 

Oklahoma  City,  OK  73125. 

Regional  Flight  Surgeon  in  all  regional  headquarters, 
and  at  the 

Office  of  Aviation  Medicine, 

Aeromedical  Standards  Division, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Categories  of  individuals  covered  by  the  system:  Current  certificat¬ 
ed  airmen,  airmen  whose  certificates  have  expired,  airmen  rejected 
for  medical  certification,  airmen  with  special  certification,  airmen 
who  are  deceased  and  others  requiring  medical  certification.^ 

Controllers  in  Centers,  Terminals  and  Flight  Service  Stations, 
and  applicants  for  these  positions. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  records  that  are  required  to  determine  the  physical  condi¬ 
tion  of  an  individual  with  respect  to  the  medical  standards  established 
by  the  FAA. 

These  files  contain  medical  examinations  by  an  Aviation  Medical 
Examiner,  X-Rays,  EKG’s,  lab  reports,  EKG’s,  hospital 
records,  treating  or  examining  physician  reports,  consultant 
reports,  copies  of  correspondence,  worksheets,  summaries, 
petitions  for  review  by  the  National  Transportation  Safety 
Board,  medical  exemption  records,  letters  of  appeals  for 
exemptions,  medical  history  tapes,  microfilm  EKG’s,  computer 
listings  and  locator  name  cards. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  may  be  used: 

By  agency  officials  and  consultants  for  the  purpose  of 
determining  eligibility  for  airmen  medical  certification. 

By  agency  officials  and  consultants  for  purposes  of  review  in 
connection  with  (1)  airman  requests  for  exemption  from 
medical  requirements  or  (2)  petitions  for  review  of  certificate 
denials. 

By  agency  officials  and  consultants  in  connection  with  the  hiring 
and  retention  of  employees. 

To  provide  data  for  the  Automated  Medical  Certification  data 
base. 

To  provide  data  for  the  Automated  Comprehensive  Airman 
Information  System  (CAIS). 

To  provide  statistical  reports  for  internal  use,  to  Congress,  other 
Federal  agencies  and  the  public  on  the  characteristics  of  the 
pilot  population. 


To  provide  information  for  Federal,  State,  and  local  agencies 
maintaining  civil,  criminal  or  other  relevant  information  or 
other  pertinent  operational  purposes,  such  as  validating  airman 
qualification,  by  supplying  relevant  information  to  an  agency 
concerning  the  hiring  or  retention  of  an  employee  or  the 
issuance  of  a  grant  or  other  benefit. 

To  refer  where  there  is  an  indication  of  a  violation,  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  appropriate  agency  whether  Federal,  State,  or 
local  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation,  or  order  issued 
pursuant  thereto. 

As  a  data  source  for  management  information  for  production  of, 
summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and 
maintained. 

To  respond  to  general  requests  for  statistical  information  under 
the  Freedom  of  Information  Act,  or  to  locate  specific 
individuals  for  a  variety  of  personnel  management  functions. 

To  provide  data  to  the  Automated  Medical  History  tape  system. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Stor^e:  File  cabinets,  punch  cards,  magnetic  disk  and  tape  files, 
and  microfiche. 

Retrievahility:  Records  are  indexed  by  name,  date  of  birth,  and  sex 
•  Special  cases  are  indexed  and  retrieved  by  pathological  number. 

Safi^ards:  Records  are  maintained  in  steel  file  cabinets  and 
electrievers  which  are  locked  when  not  in  use. 

All  files  are  maintained  in  a  secured  work  room  limited  to  those 
whose  duties  require  access. 

Magnetic  disks  and  tapes  and  punch  cards  are  maintained  in 
secured  computer  center.  When  not  in  use,  tapes  are  stored  in 
fire  proof  tape  library  within  the  center;  punch  cards  and 
microfiche  are  stored  in  steel  file  cabinets  and  tub  files  in  work 
area. 

Retention  and  disposd:  Medical  examination  clear  paper  records 
are  destroyed  after  microfilming  is  determined  to  be  an  adequate 
substitute  for  paper  records.  Microfilm  records  are  destroyed  after  30 
years.  Medical  examination  pathological  inactive  paper  records  prior 
to  1973  are  transferred  to  the  Federal  Records  Center  5  years  after 
the  case  file  is  closed  and  destroyed  by  the  FRC  after  50  years. 
Pathological  active  paper  records  since  1973  are  destroyed  after 
microfilming  is  determined  to  be  an  adequate  substitute  for  paper 
records.  Microfilm  records  are  destroyed  50  years  after  the  record 
becomes  inactive.  The  last  examination  record  is  retained  on  magnet¬ 
ic  disk  and  tape.  As  a  new  record  is  received,  the  oldest  record  is  put 
onto  the  history  tape  ffle.  Magnetic  tapes  are  retained  permanently. 

System  managerfs)  and  address:  Records  from  Master  Files: 

Chief,  Aeromedical  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Records  from  Regional  Files:  Regional  Flight  Surgeon  within  ■ 
Region  where  examination  was  conduct^. 

Notiffcation  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  atout  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  IX;  20591. 

Record  source  categories:  Information  is  obtained  from  Aviation 
Medical  Examiners,  individuals  themselves,  consultants,  hospitals, 
treating  or  examining  physicians,  other  government  agencies,  tests 
taken  by  individual,  special  studies  such  as  blood  test,  and  in  some 
rare  cases,  records  supplied  by  other  persons  or  agencies. 

DOT/FAA  801. 

System  name:  Aircraft  Registration  System  DOT/FAA. 

System  location:  Aircraft  Registration  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Portions  of  these  records  are  located  in: 
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General  Aviation  District  Oflices  (GADO’s). 

Air  Carrier  District  Offices  (ACDO’s). 

Plight  Standards  District  Offices  (FSDO’s). 

Catecories  of  indiTklaals  covered  by  the  system:  This  system  identi¬ 
fies  aircraft  owners,  partners,  corporations,  lien  holders,  operators, 
and  lessees. 

Categories  of  records  in  the  system:  This  system  consists  of  a  series 
of  rectos  that  identify: 

Aircraft  typ» 

Current  certification  status  and  ownership  of  registered  aircraft. 

Aircraft  to  be  registered,  or  aircraft  that  have  b^n  registered 
and  are  now  temporarily  deregistered. 

These  records  contain  information  about: 

N  -  Number  assijpment. 

Airworthiness  of  aircraft. 

Bills  of  sale. 

Appications  for  certification  of  amateur  aircraft. 

Major  repairs  and  alterations  maintenance  inspection  forms. 

Revalidation  and  use  forms. 

Lien  and  collateral  documents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  die  purposes  of  such  uses:  To  determine  that  aircraft 
are  registered  in  accordance  with  the  provisions  of  the  Federal  Avi¬ 
ation  Act  of  19S8. 

To  support  investigative  efforts  of  investigation  and  law 
enforcement  agencies  of  Federal,  State,  and  foreign 
governments. 

To  serve  as  a  repository  of  legal  documents  used  by  individnals 
and  title  search  companies  to  determine  the  legal  ownership  of 
an  aircraft. 

To  provide  aircraft  owners  and  operators  information  about 
potential  mechanical  defects  or  unsafe  conditions  of  their 
aircraft  in  the  form  of  airworthiness  directives. 

To  provide  supporting  information  in  court  cases  concerning 
liidiUity  of  individual  in  law  suits. 

To  serve  as  a  data  source  for  management  information  for 
production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  agency  functions  for  which  the  records 
are  collected  and  maintain^. 

To  respond  to  general  requests  from  the  aviation  community  or 
the  public  for  statistical  information  under  the  Freedom  of 
Information  Act  or  to  locate  specific  individuals  or  specific 
aircraft  for  accident  investigation,  violation,  or  other  safety 
related  requirements. 

To  provide  data  for  the  automated  aircraft  registration  master 
file. 

To  provide  documents  for  microfiche  backup  records. ' 

To  provide  data  for  development  of  the  aircraft  registration 
statistical  system. 

To  prepare  an  Aircraft  Registry  in  magnetic  tape  and 
publication  form  required  by  ICAO  agreement  containing 
information  on  aircndt  by  registration  number,  type  of 
aircraft,  name  and  address  of  owners  used  for  internal  FAA 
safety  program  purposes. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders,  magnetic  tape, 
punch  cards,  and  on  microfiche. 

Retrievability:  Records  are  filed  by  registration  number,  but  may 
be  retrieved  by  name  of  the  current  individual  aircraft  owners. 

Safeguards:  Records  are  stored  in  open  shelves  in  a  room  that  is 
open  only  to  authorized  employees  and  by  special  permission. 

Magnetic  tapes  are  maintained  in  secure  data  processing  area 
accessed  by  pass  only. 

Backup  copies  of  microfiche  are  kept  in  a  fire  proof  vault  and 
storage  room. 

Retention  and  disposal:  If  records  are  microfilmed:  (1)  Original 
Records.  Destroy  original  records  after  microfilm  is  determined  to  be 
an  adequate  subkitute  for  paper  records;  (2)  Microfilm  of  Original 
Records.  Destroy  when  it  b  determined  that  the  aircraft  is  no  longer 
in  existence. 

If  records  are  not  microfilmed:  Destroy  when  it  is  determined 
that  the  aircraft  is  no  longer  in  existence. 

System  managerfs)  and  addresK  For  official  agency  records,  con¬ 
tact: 

Chief,  Aircraft  Registration  Branch, 

Aeronautical  Center, 

Oklahoma  Oty,  OK  7312S. 


Chief  of  the  nearest  GADO,  ACDO,  or  FSDO. 

Notification  procedure:  Individual  owners  of  currently  registered 
aircraft  who  wish  to  know  if  their  records  appear  in  this  system  of 
records  may  inquire  in  person  or  in  writing  to  the  System  Manager. 

Record  access  procedures:  Individual  owners  of  currently  regis¬ 
tered  aircraft  who  desire  access  to  the  information  about  themselves 
in  this  system  of  records  should  contact  or  address  their  inquiries  to 
the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  is  collected  from  individ¬ 
uals,  manufacturers  of  aircraft,  maintenance  inspectors,  mechanics, 
and  FAA  officials. 

DOT/FAA  802. 

System  name:  Airman  Certification  System  DOT/FAA. 

System  location:  Airman  Certification  Branch. 

Aeronautical  Center, 

Oklahoma  City,  OK  73 125. 

Copies  or  temporary  files  are  maintained  in  the  originating 
General  Aviation  District  Office  (GADO),  Air  Carrier 
District  Office  (ACDO),  or  Flight  Standards  District  Office 
(FSDO)  until  required  action  or  certification  is  completed. 

Categories  of  individuals  covered  by  the  system:  Individuals  seeking 
to  be  certified,  airmen  seeking  additional  certifications  or  additional 
ratings,  individuals  denied  certification,  airmen  holding  inactive  certi¬ 
ficates,  airmen  who  have  had  certificate  revoked,  and  flight  atten¬ 
dants  engaged  in  international  air  transport. 

Categories  of  records  in  the  system:  Application  for  certification; 
written  examination,  application  for  written  examination,  results  of 
written  test,  application  for  inspection  authority,  certificates  held, 
ratings,  stop  orders. 

Routine  uses  of  records  maintained  in  the  system,  including  odego- 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  that  airmen 
are  certified  in  accordance  with  the  provisions  of  the  Federal  Avi¬ 
ation  Act  of  1958. 

Repository  of  documents  used  by  individual  and  potential 
employers  to  determine  validity  of  airmen  qualifications. 

To  support  investigative  efforts  of  investigation  and  law 
enforcement  agencies  of  Federal,  State,  and  local 
governments. 

Supporting  information  in  court  cases  concerning  individual 
status  and/or  qualifications  in  law  suits. 

To  provide  data  for  the  Comprehensive  Airman  Information 
System  (CAIS). 

To  provide  documents  for  microfilm  and  microfiche  backup 
records. 

To  prepare  an  Airman  Directory  in  magnetic  tape  and  paper 
form  containing  information  on  airmen  by  name,  address,  and 
certificate  status  used  for  internal  FAA  safety  program 
purposes. 

To  verify  U.S.  citizenship,  certify  qualified  applicants,  and 

Crovide  them  with  a  crew  meml^r  certificate  to  be  used  in 
eu  of  a  passport  in  International  Qvil  Aviation  Organization 
member  countries. 

To  answer  inquiries  regarding  crew  member  certification. 

The  U.S.  Department  of  State  uses  these  ^plications  and  any 
supporting  documents  to  verify  U.S.  citizenship. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  microfilm,  microfiche,  magnet¬ 
ic  disk,  magnetic  tape,  file  folders,  and  notrixxik  listings. 

Retrievability:  Records  are  maintained  in  alphabetic  order  cross 
'  referenced  with  social  security  number  and  airman  number. 

Safeguards:  Records  are  stored  in  a  data  processing  facility. 

Data  are  retrieved  via  a  terminal,  which  requires  operation 
numbers  and  individual  passwords. 

Accessible  only  to  limited  numbers  of  authorized  persons. 

Backup  microfilm  and  microfiche  are  kept  in  locked  vault. 
Retention  and  disposal:  Source  documents  are  destroyed  after 
being  microfilmed  and  key  punched. 

^^^pietic  tapes  and  diria  are  being  contimialiy  updated, 
dratniction  n  not  authorized. 
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Source  document  crew  member  certifications  are  in  storage  at 
the  Fort  Worth  Federal  Records  Center,  destruction  not 
authorized. 

System  manageKs)  and  address:  For  official  FAA  Certification 
Records,  contact; 

Chief,  Airman  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125  or  request  assistance  from  the 
originating  GADO,  ACDO,  or  FSDO. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  The  individual  to  whom  the  record 
pertains.  Written  test  scores  are  derived  from  answers  given  by 
individuals.  Action  filed  by  FAA  personnel. 

DOT/FAA  803. 

System  name:  General  Aviation  Medical  Accident  System  DOT/ 
FAA. 

System  location:  Aeromedical  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Aeromedical  Applications  Division, 

Office  of  Aviation  Medicine, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Categories  of  individuals  covered  by  the  system:  Pilots  involved  in 
all  general  aviation  aircraft  accidents. 

Categories  of  records  in  the  system:  Reports  of  fatal  accidents, 
autopsies,  toxological  studies,  AME’s  reports,  medical  record  prin¬ 
touts,  nonfatal  reports,  injury  reports,  accident  name  cards,  magnetic 
tape  records  of  fatal  accidents,  pisychological  autopsy,  and  consulting 
pathologist  summary  of  findings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  and  monitor 
airman  having  accidents  or  incidents,  analyze  medical  data  for  regu¬ 
latory  purposes,  research  studies  of  causes  of  accidents,  promote 
aviation  safety. 

Data  are  supplied  to  the  National  Transportation  Safety  Board 
(NTSB)  under  requirements  of  FAA  accident  investigation 
authority  delegated  to  it  by  the  Board. 

Supporting  information  in  court  cases  concerning  individual 
medical  fitness  or  medical  mishap  that  may  or  may  not  relate 
to  the  cause  of  the  accident. 

Repository  of  legal  documents  that  relate  to  individual’s  physical 
status  or  condition  used  to  determine  statistically  the  validity 
of  FAA  Medical  Standards. 

As  a  data  source  for  management  information  for  producing 
summary  descriptive  statistics  and  analytical  studies  in  support 
of  agency  functions  for  which  the  records  are  collected. 

Used  in  developing  professional  papers  that  are  distributed  to 
various  aviation  and  medical  groups  for  evaluation  and  study. 
To  inform  the  aviation  community  of  medical  findings  related  to 
flight  safety. 

To  provide  data  for  the  automated  Medical  Accident  System.  - 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders,  punch  cards, 
magnetic  tape,  and  computer  listings. 

Retrievability:  Records  are  filed  by  accident  number  cross  refer¬ 
enced  by  name  of  pilot. 

Computer  listings  are  maintained  in  name  order. 

Magnetic  tapes  are  in  accident  number  order  and  are  cross 
referenced  by  name. 

Records  are  quite  often  retrieved  by  name. 

Safeguards:  Records  are  stored  in  lockable  file  cabinet  in  secured 
work  area. 


Computer  listings  are  maintained  in  metal  file  drawers  in  secured 
area. 

Magnetic  tape  is  retained  in  a  secured  automatic  data  processing 
facility. 

Retention  and  disposal:  Records  of  fatal  accidents  are  transferred 
to  Fort  Worth  Federal  Records  Center  when  5  years  old  and  de¬ 
stroyed  when  25  years  old. 

Accident  name  cards  are  destroyed  when  50  years  old. 

Magnetic  tape  record  -  destruction  not  authorized. 

System  manageKs)  and  address:  For  official  medical  accidents 
records,  contact: 

Chief,  Aeromedical  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Notification  procedure:  Individuals  wishing  to  see  their  records 
may  appear  in  person  or  submit  in  writing  a  request  identifying 
records  desired.  For  identification  an  individual  must  submit  his  or 
her  name,  date  of  birth,  sex,  social  security  number  or  Airman 
number.  Letter  should  be  addressed  to: 

Chief,  Aeromedical  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Record  access  procedures:  Individuals  who  desire  to  access  infor¬ 
mation  about  themselves  in  the  system  records  should  contact  or 
address  their  inquiries  to: 

Chief,  Aeromedical  Certification  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73 125. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  is  obtained  from  aviation 
medical  examiners  (AME),  patholomsts,  accident  investigation  medi¬ 
cal  laboratories,  law  enforcement  onicials,  and  FAA  employees. 

DOT/FAA  804. 

System  name:  General  Aviation  Aircraft  Accident  System  DOT/ 
FAA. 

System  location:  This  system  of  records  is  maintained  with  the: 
Safety  Data  Branch, 

Flight  Standards  Technical  Division, 

Oklahoma  City,  OK  73125. 

Working  copies  are  maintained  in  the  region  in  which  the 
accident  occurred. 

Categories  of  individuals  covered  by  the  system:  Persons  involved 
in  aircraft  accidents,  pilots,  passengers,  persons  on  the  ground,  and 
witnesses. 

Categories  of  records  in  the  system:  Reports  of  accidents  investiga¬ 
tion,  preliminary  notices  of  accident,  injury  reports,  engineering  anal¬ 
ysis,  witness  statements,  investigators  analysis,  pictures  of  accident 
scene. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  and  monitor 
airman  involved  in  accidents.  Analyze  facts  surrounding  accidents  to 
determine  whether  or  not  FAA  regulations  have  been  violated. 

To  supply  data  to  the  National  Transportation  Safety  Board 
(NTSB)  as  required  by  the  delegate  authority  for  accident 
investigation  from  the  Board. 

As  a  data  source  for  management  information,  for  the 
production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  agency  functions. 

Used  in  the  development  of  professional  papers  that  are 
distributed  to  various  aviation  organizations  and  the  general 
public  as  required. 

To  provide  data  for  the  Automated  Comprehensive  Airman 
Information  System  (CAIS). 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  magnetic  tapes,  in  file  folders, 
and  on  magnetic  disk. 

Retrievability:  Data  are  retrieved  by  name,  date  of  birth  and  sex, 
social  security  numbers,  airman  numbers,  and  accident  number. 

Safeguards:  Magnetic  disk  and  magnetic  tape  -  data  can  only  be 
retrieved  by  computer  operators  through  batch  process  methods. 
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Fik  folders  are  maintained  in  a  secured  work  area  -  files  when 
not  in  use  are  kept  in  locked  cabinets  accessible  to  persons 
with  a  need  to  know. 

Retention  and  disposal:  Raw  files  are  destroyed  after  3  years  by 
shredding  the  ADP  documents. 

Magnetic  tapes  are  updated  monthly,  records  retained  up  to  10 
years,  magnetic  disk  updated  continuously. 

System  managerfs)  and  address:  Chief,  Safety  Data  Branch, 

Flight  Standards  Technical  Division, 

Aeronautical  Center,  ' 

Oklahoma  City,  OK  73125. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
inrormation  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591.  > 

Record  source  categories:  Data  are  collected  from  individuals, 
manufacturers  of  aircraft,  maintenance  inspectors,  accident  investiga¬ 
tors,  witnesses  to  accident,  and  involved  passengers. 

DOT/FAA  805. 

System  name:  Administrative  Action  and  Legal  Enforcement  System 
DOT/FAA. 

System  location:  Portions  of  this  system  are  maintained  in  the: 
Office  of  the  Chief  Counsel, 

FAA. 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 
and  the: 

Safety  Data  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Originals  and  copies  of  some  records  are  maintained  in  field 
offices  and  Fli^t  Standards  and  Regional  Counsel’s  offices  in 
the  Region  of  occurrence. 

Categories  of  individuals  covered  by  the  system:  Records  in  this 
system  are  on  individuals  against  whom  FAA  has  taken  administra¬ 
tive  action  or  legal  enforcement  action  for  violation  of  certain  Feder¬ 
al  Aviation  Regulations. 

Individuals  or  companies  holding  Federal  Aviation 
Administration  certificates. 

Persons  charged  with  violating  FAA  regulations. 

Persons  allegedly  violating  Fi^  regulations. 

Applicants  who  have  been  denied  airman  medical  certificates. 
Persons  denied  certificates  or  allegedly  violating  FAA 
regulations  who  have  appealed  to  the  National  Transportation 
Safety  Board  (NTSB)  or  the  courts. 

Categories  of  records  in  the  system:  Safety  Compliance  Notices. 
Letters  of  Reprimand. 

Letters  of  Correction. 

Final  action  legal  documents  in  enforcement  cases. 

Enforcement  and  airman  medical  denial  cases  on  appeal  to 
NTSB. 

Summary  of  violation  reports  and  enforcement  actions. 
Correspondence  of  Regional  Counsels  in  enforcement  cases. 
Violation  reports  on  alleged  FAA  certificate  violations  other 
than  medical  certificates.  These  reports  include  certificate 
number  and/or  social  security  numbers  of  alleged  violators. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  relating  to  final 
legal  enforcement  and  i^ministrative  actions  are  disclosed,  upon  re¬ 
quest,  to  members  of  the  public  and  other  government  agencies. 
Disclosed  to  the  Department  of  Justice  and  the  NTSB. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  file  cabinets  and  on  magnetic 
tape. 

RetrievabilRy:  Records  in  this  system  are  filed  chronologically  and 
cross  indexed  alphabetically  by  name. 


Safeguards:  Records  are  kept  in  lockable  file  cabinets.  Magnetic 
tape  is  kept  in  a  secured  data  processing  facility. 

Retention  and  disposal:  Aeronautical  Center  records  are  trans- 
ferr^j  to  the  Federi  Records  Center  after  6  years  where  they  are 
destroyed  after  4  years. 

Washington  records  are  sent  to  the  Federal  Records  Center 
when  the  case  is  closed  where  general  aviation  cases  are 
destroyed  after  1  year  and  Air  Carrier  cases  are  destroyed 
after  2  years. 

Monthly  ADP  printouts  are  destroyed  each  month.  Annual 
printouts  are  retained  permanently. 

System  manageris)  and  address:  For  official  agency  legal  enforce¬ 
ment  action  records: 

Chief,  Statistics  and  Dockets  Section, 

Enforcement  Division, 

Office  of  the  Chief  Counsel, 

FAA, 

800  Independoice  Avenue,  SW, 

Washington,  DC  20591. 

Regional  counsel  and  Flight  Standards  offices  in  the  region  of 
occurrence  or  the  chief  of  the  field  office  that  made  the 
charge  maintain  selected  records. 

For  administrative  action  records: 

Chief.  Safety  Data  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125  and  Flight  Standard  office  and 
Regional  Counsel  in  the  region  of  occurrence. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  iu 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Regional  counsel,  NTSB,  Flight  Stand¬ 
ards  personnel.  Aeronautical  Center  personnel.  Office  of  Chief  Coun¬ 
sel. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is 
exempt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
these  exemptions  is  to  protect  investigatory  materials  compiled  for 
law  enforcement  purposes.  Disclosure  df  such  material  would 
hamper  law  enforcement  by  prematurely  disclosing  the  knowledge  of 
illegal  activity  and  the  evidentiary  basis  for  possible  enforcement 
actions.  The  exemption  rule  may  be  found  on  page  49887  of  the 
Friday,  October  24,  1975,  issue  of  the  Federal  Register 

DOT/FAA  806. 

System  name:  Federal  Aviation  Administration  Employee  Payable 
System  DOT/FAA. 

System  location:  Financial  Systems  and  Accounting  Operations 
Divisions,  Washington,  D.C.,  and  each  region  and  center  accounting 
division.  Working  copies  of  certain  of  these  records  are  held  by  the 
organizations  employing  the  personnel  and  at  emergency  operations 
facilities. 

Categories  individuals  covered  by  the  system:  Federal  Aviation 
Administration  employees  and  civilians  who  work  for  the  United 
Stata  Coast  Guard. 

Categories  of  records  in  the  system:  This  system  contains  those 
records  required  to  insure  that  an  employee  receives  his  or  her  pay 
and  benefits  required  by  law.  It  includes  Employee  Master  Record, 
Annual  Leave  Payroll  Register,  FAA  Bond  ID^uctions  and  Bond 
Issued,  Union  Dues,  FICA  Records,  City  Withholdings,  State  With¬ 
holdings,  Federal  Withholdings,  Retirement,  Leave  Without  Pay, 
Pay  Scale,  Contributions,  Travel  Orders,  Travel  Advances,  Travel 
Vouchers,  Time  and  Attendance,  Overtime,  claims  relating  thereto. 

Routine  uses  of  records  maintain^  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  System  is  used  to: 
Calculate  pay  and  allowances  due  to  employees. 

Prepare  annual  report  and  reconcile  with  Gen.  Ledger 
Accounts. 

Record  permanent  pay  changes. 

Record  temporary  pay  changes. 

Notify  employees  of  pay  adjustments  processed. 

Record  travel  advances  and  allowances. 


Federal  Register  /  Vol.  45,  No.  36  /  Thursday,  February  21,  1980  /  Notices 


11719 


List  leave  earned,  taken,  and/or  lost  and  new  balances  for 
employees. 

Test  run  against  Employee  Master  Record  to  reflect  missing 
T&A  caii^  of  employees. 

Summarize  earnings,  (Auctions,  and  leave  by  pay  periods,  and 
produce  statement  for  employee  information. 

Provide  management  information  on  an  as  required,  ad  hoc 
basis. 

Produce  history  of  checks  and  bonds  to  be  issued  and  magnetic 
tape  sent  to  Treasury  for  their  issuance. 

Report  dues  deducted  by  individuals  to  Unions. 

Report  amounts  withheld  to  credit  financial  institutions, 
charitable  organizations  and  professional  associations. 

Quarterly  summary  of  earnings  and  deductions. 

Adjudicate  claims  for  reimbursements  which  are  sent  to  GAO. 

Extract  list  of  FICA  employees  for  reporting  earnings  and 
deductions  to  IRS. 

Report  State  and  local  tax  withholding  to  various  States  and 
local  taxing  authorities  and  to  IRS. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  punch  cards,  magnetic  tape,  mag¬ 
netic  disk,  microforms,  and  in  file  folders.  Storage  is  at  the  geograph¬ 
ic  location  of  the  servicing  accounting  office  and  the  central  payroll 
operations  facility. 

RetrievabQity:  Records  are  maintained  by  employee  name  and 
employee  payroll  number.  Social  Security  Account  Numbers  are 
often  used  as  the  employee  payroll  number.  Retrieval  is  often  accom¬ 
plished  by  use  of  telecommunications. 

Safegiwds:  Magnetic  tape  and  disk  files  are  kept  with  limited 
accessibility  by  agency  personnel.  Other  files  are  retained  mainly  in 
unsecured  work  area  but  are  locked  during  non-duty  hours. 

Retention  and  disposal:  Employee  Retirement  records  are  retained 
until  such  time  as  the  employee  leaves  the  agency  whereupon  these 
records  are  transferred  to  the  CSC.  Oiginal  payment  vouchers  and 
supporting  documentation  are  usually  retained  on  site  for  a  period  of 
three  years,  and  then  are  stored  in  GSA  Records  Centers  before 
destruction  when  ten  years  and  three  months  old.  Certain  payroll 
records  are  retained  permanently  at  the  GSA  National  Persomel 
Records  Center  and  others  are  destroyed  after  GAO  audit  or  when 
no  longer  useful.  See  FAA  Order  13M.15A  for  records  in  the  2710 
and  the  2730  series  for  specific  details  on  individual  records  covered 
by  this  system. 

System  managerts)  and  address:  Chiefs,  Financial  Systems  and 
Accounting  Operations  Divisions, 

800  Independence  Avenue,  SW, 

Washington.  DC  20591. 

Chief,  Accounting  Division,  Regional  Office  and  Centers 
address  listed  in  FAA  National  Field  Directory,  1000.23G. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  may  inquire  in  person  or  in  writing  to  the 
System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue.  SW, 

Washington,  DC  20S9r. 

Record  source  categories:  Data  are  collected  from  the  individual 
employees,  tiuie  and  attendance  clerks,  and  FAA  Personnel  Manage¬ 
ment  Operations  Divisions. 

.  DOT/FAA  807. 

System  name:  Police  Warrant  File  and  Central  Files  DOT/FAA. 

System  location: 

Police  Branches, 

Washington  National  and  Dulles  International  Airports. 

Investigation  and  Security  Division, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Categories  of  individuals  covered  by  the  system:  Individuals  failing 
to  pay  Violation  Notices  and  individuals  involved  in  a  situation 
requiring  a  police  report 

Individuals  cited  for  parking  and  a  traffic  violation 

Individuals  having  cnmioal  records. 


Categories  of  reconb  in  the  system:  Individual  Case  File,  file  cards 
with  warrant  numbers,  arrest  records,  traffic  accident  records,  injmy 
reports,  loss,  theft  and  complaints  reports,  traffic  violations  notice 
files. 

Routine  uses  of  records  maintained  in  the  systeat  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used  to 
carry  out  such  required  functions  as: 

Check  for  wanted  individuals  and  vehicles. 

Vehicle  registration  information. 

Prior  offense  status,  to  testify  in  court  hearings,  to  assist  in  case 
preparation  by  U.S.  Attorney’s  Office. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders.  Stored  in  metal  file 
cabinets. 

Retrievability:  Data  are  retrievable  by  individual  name  and/or 
cross  reference  to  a  warrant  number  as  a  case  file  number. 

Safeguards:  Files  are  retained  in  a  secured  work  area  accessible 
only  by  consent  of  guard  on  duty. 

Reteation  and  disposal:  Warrants  are  disposed  of  when  warrant 
has  been  paid,  case  files  are  kept  permanentiy.  Records  of  citations 
destroyed  after  1  year. 

System  managerfs)  and  address:  Director.  Metropolitan  Washing¬ 
ton  Airport  Service, 

Washington  National  Airport, 

Hangar  9, 

Washington,  DC  20001. 

Chief  of  Investigation  and  Security  Division, 

Aeronautical  Center, 

Oklahoma  Qty,  OK  73125. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Agency  employees,  arresting  officers, 
investigating  officers,  other  agencies,  witnesses. 

Systems  exempted  fhim  certain  provisions  of  the  act:  System  is 
exempt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
the  exemption  is  to  prevent  compromise  or  impairment  of  criminal 
investigations  conducted  by  the  Airport  Police  Branches.  The  ex¬ 
emption  rule  may  be  found  on  page  49887  of  the  Friday.  October  24, 
1975,  issue  of  the  Federal  Register. 

DOT/FAA  809. 

System  name:  Motor  Vehicle  Operator/Examiner  System  DOT/ 

FAA. 

System  locatioa:  These  records  are  maintxuned  in  the  offices  of 
those  organizations  throughout  the  FAA  who  have  vehicle  licensing 
and  operations  functional  responsibility. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  all  FAA  employees  who  are 
licensed  to  drive  and/or  operate  government  vehicles. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  license  applications  which  include  the  most  recent  5-year  record 
of  traffic  violations  (except  parking),  arrests  or  summons,  traffic 
accidents,  suspensions  or  revocations  of  drivers  licenses;  tests,  safe 
driving  awards;  physical  qualifications;  and  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  indudiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^termine  qualifications 
and  fitness  for  issuance,  revocation,  or  renewal  of  operator’s  identifi¬ 
cation  card. 

Processing  of  tort  claims. 

Source  of  data  for  legal  inquiry. 

Prepare  analytical  arid  statistical  studies  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retamsng,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  cabinets  and  compot- 
ers. 
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Retrievability:  These  records  are  indexed  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  3  years  after 
separation  of  the  employee  or  3  years  after  recision  of  authorization 
to  operate  government-owned  vehicles  whichever  is  earlier. 

System  managerfs)  and  address:  Local  FAA  Motor  Vehicle  Man¬ 
agement  Officers. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  contained  in  this  system 
comes  from  the  individual  and  other  public  sources. 

DOT/FAA  810. 

System  name:  Discrimination  Complaint  Files  DOT/FAA. 

System  location:  These  records  are  maintained  at  FAA  regional 
and  center  Civil  Rights  Offices  and  at  the  FAA  Office  of  Civil 
Rights  in  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  FAA  employees,  applicants 
for  FAA  employment,  contractors,  sponsors  and  members  of  the 
public  who  are  directly  or  indirectly  involved  in  a  discrimination 
complaint  filed  with  FAA. 

Categories  of  records  in  the  system:  Case  files  developed  in  proc¬ 
essing  complaints  of  discrimination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Investigation  of  alleged 
discrimination. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers. 

Retrievability:  These  records  are  retrieved  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  5  years  after 
the  final  decision  is  rendered. 

.  System  managerfs)  and  address:  Director,  Office  of  Civil  Rights, 
ACR-1,  FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

and  regional  and  center  Civil  Rights  Offices. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  contained  in  this  system 
comes  from  complaints  filed  by  complainants;  EEO  counselor  re¬ 
ports;  investigative  reports;  and  departmental  decisions. 

DOT/FAA  811. 

System  name:  Employee  Health  Record  System  DOT/FAA. 

System  location:  These  records  are  maintained  at  DOT  regional, 
center  and  Washington  medical  facilities  or  other  government  health 
units  servicing  the  employees’  geographic  locations. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  DOT  employees. 


Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  documents  constituting  the  basic  medic^  record  of  a  DOT 
employee,  including  medical  examination  reports,  laboratory  findings, 
correspondence,  retirement,  fitness  for  duty  examinations,  health  and 
physic^  training  records,  and  related  papers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  document  employee 
health  unit  visits  and  nature  of  complaint  or  physical  examination 
findings  treatment  rendered  and  case  disposition.  To  be  used  by 
agency  officials  and  consultants  to  determine  employee  fitness  for 
duty  or  employment. 

To  monitor  the  physical  condition  of  employees  enrolled  in  the 
DOT  Employee  Fitness  Program. 

To  prepare  analytical  and  statistical  studies  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers,  on  magnetic  tape  and  magnetic  disk. 

Retrievability:  These  records  are  indexed  by  name  and  social 
security  number. 

Safeguards:  Access  to  and  use  of  these  records  in  manual  or 
automated  form  is  limited  to  those  persons  whose  official  duties 
require  such  access.  This  record  management  principle  is  reinforced 
by  appropriate  physical,  technical  and  administrative  safeguards  as 
prescribed  by  FAA  Security  directives  applicable  to  both  manual  and 
automated  record  systems. 

Retention  and  disposal:  These  records  are  destroyed  20  years  after 
the  date  of  last  entry. 

System  managerfs)  and  address:  Regional  Flight  Surgeon  within 
region  where  examination  was  conducted. 

Chief,  Aeromedical  Clinical  Branch,  AAC-160 
Aeronautical  Center,  Oklahoma  City,  Oklahoma. 

Chief,  Aeromedical  Services  Division, 

Washington,  DC  20591 

Manager,  DOT  Employee  Fitness  Center, 

Washington,  DC  20590 

Chief,  Occupational  Health  Division,  AAM-400 
Washington,  DC  20591 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Avenue,  S.W.,  Washington,  DC  20591 
or  the  Assistant  Secretary  for  Administration  or  his  delegatee,  De¬ 
partment  of  Transportation,  400  Seventh  Street,  S.W.,  Washington, 
DC  20590. 

Record  source  categories:  Information  contained  in  this  system 
comes  from  the  employee  and  from  attending  physicians  and  nurses 
and  from  associated  medical  reports. 

DOT/FAA  812. 

System  name:  System  Error  Reporting  Program  DOT/FAA 

System  location:  FAA,  Air  Traffic  Service,  Evaluation  Staff, 
Washington,  D.C.  Regional  Air  Traffic  Division,  and  all  Air  Traffic 
field  facilities. 

Categories  of  individuals  covered  by  the  system:  Any  Air  Traffic 
Control  Specialist  involved  in  a  system  error. 

Categories  of  records  in  the  system:  Reports/computer  printouts 
before  July  19,  1976,  which  can  contain  name  of  individual,  perform¬ 
ance  appraisal  data,  disciplinary  actions,  age,  grade,  date  of  birth, 
physic^  examination,  medical  information  and  home  address.  Re¬ 
ports/computer  printouts  after  July  19,  1976,  which  can  contain 
name  of  individual,  age,  grade,  entrance  on  duty  FAA,  and  entrance 
on  duty  at  the  facility. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Statistical  analysis  for 
policy  development  and  release  to  the  public  under  the  Freedom  of 
Information  Act. 

Released  for  investigative  purposes  to  the  NTSB  in  the  case  of 
accident/  incident/or  violation. 

See  Prefatory  Statement  of  General  Routine  Uses. 
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PoHcics  mhI  practices  for  storing,  retriering,  accessing,  retaining,  and 
disposing  o#  records  in  tbe  systew 

Storage:  AH  data  are  stored  on  magnetic  tape  or  disk  file  and  file 
folders. 

RetrierabOity:  Data  is  filed  in  random  order  within  the  computer 
.  with  selections  capable  of  being  made  by  name  of  region,  facility, 
date  of  occurrence,  or  name  of  individual.  File  folders  are  indexed  by 
a  regional  system  error  number,  facility  system  error  number,  and 
date  of  occurrence. 

Safeguards:  Security  code  for  computer  program  is  limited  to 
those  who  have  a  need  to  know. 

Retention  and  disposal:  Records  are  maintained  as  active  files  for 
2-1/2  years,  then  stored  on  magnetic  tapes  indefinitely. 

System  managerfs)  and  address:  Chief,  Evaluation  Staff,  AAT-20, 
Air  Traffic  Service,  FA  A, 

Washington.  DC  20591 

the  FAA  Regional  Air  TrafBc  Division  Chiefs,  and  field 
facibtks  wure  error  occurred. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

DOT/FAA  813. 

System  name:  Civil  Aviation  Security  System  DOT/FAA. 

System  location:  These  records  are  maintained  at  FAA  Air  Trans¬ 
portation  Security  Field  Ofhces,  regional  Air  Transpomtion  Security 
Divisions,  and  at  the  Civil  Aviation  Security  Service  in  Wnhington, 
DC. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  hijackers,  potential  UJackers, 
extortionists,  terrorists,  and  other  individuals  who  have  b^  in¬ 
volved  or  might  be  involved  in  crimes  against  civil  aviation. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  regarding  hijacking  incidents,  potential  or  suspected 
hijackers,  explosives  or  devices  found  on  aircraft  or  at  airports, 
attempts  to  board  aircraft  with  concealed  weapons,  and  other  civil 
aviation  criminal  acts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a  system 
of  records  maintained  by  the  Federal  Aviation  Administration  to 
carry  out  its  functions  indicates  a  violation  or  potential  violation  of 
law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  order  issued  pursuant  thereto,  the  relevant  records  in  the 
system  of  records  may  be  referred,  as  a  routine  use.  to  the  appropri¬ 
ate  agency,  whether  Federal,  State,  local,  or  foreign,  charged  with 
the  responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule  regula¬ 
tion  or  order  issued  pursuant  thereto.  . 

Source  of  data  regarding  air  piracy  threats  for  dissemination  to 
airport  and  air  carrier  security  officers. 

Preparation  of  Alerts  and  Bulletins  on  threats  to  civil  aviation. 
Preparation  of  summaries  for  development/change  of  security 
procedures  in  civil  aviation. 

Respond  to  authorized  inquiries. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  ami 
disposing  of  records  in  the  systenu 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers. 

Retricvability:  These  records  are  indexed  by  name  and  or  incident. 
Safeguards:  Access  to  and  use  of  these  records  are  bmited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  maintained  up  to  4  years 
after  winch  they  are  updated,  revised,  retired,  or  destroyecL 
System  nunagerfs)  and  address:  Chief,  Operations  Lianon  Staff, 
ACS-20, 

Civil  Aviation  Semuity  Service. 


Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washin^on,  DC  20391,  and  regional  Air  Transportation 
Security  organizations. 

Notification  procedure:  Individuals  wishing  to  see  their  records 
may  appear  in  person  or  submit  in  writing  a  request  identifying 
record  desired. 

For  identification  an  individual  must  submit  his  or  her  name  to 
the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  information 
about  themselves  in  this  system  of  records  should  contact  (m*  address 
their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

Record  source  categories:  Information  contained  in  this  system 
comes  from  other  FAA  records;  Federal,  State,  or  local  agencies; 
foreign  sources;  public  record  sources;  and  third  parties. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is 
exempt  from  certain  subsections  of  the  Privacy  Act  The  puipose  of 
these  exemptions  is  to  protect  investigatory  material  compiled  for 
law  enforcement  purposes  and  to  prevent  tte  disclosure  of  material 
authorized  to  be  kept  secret  in  the  interest  of  the  national  defense  or 
foreign  policy  in  accordance  with  S  U.S.C.  (332  (bXl)  and  332a 
(kXl).  DisckMure  of  investigatory  material  would  hamper  law  en¬ 
forcement  by  prematurely  disclosmg  tbe  knowledge  of  illegal  activity 
and  tbe  evidentiary  basis  for  possible  enforcement  actions.  The  ex¬ 
emption  rule  may  be  found  on  page  22364  of  the  Friday,  June  4, 
1976,  issue  of  the  Federal  Register. 

DOT/FAA  814. 

System  aaaM:  Equal  Employment  Opportunity  Minority/Female 

Statistical  Reporting  System  DOT/FAA. 

System  iocatkm:  These  records  are  maintained  at  FAA  regional 
and  center  Civil  Rights  Offices  and  at  the  FAA  Office  of  CivM 
Rights  in  Washington,  D.C. 

Qdegorics  of  individuals  covered  by  the  system:  This  system  of 
records  contains  informatioo  on  all  FAA  employees. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  (187  data  elements)  such  as  name,  organization, 
social  security  number,  racial  background,  etc. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  and  evaluate 
status  and  progress  of  minority/female  employment. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  in  the  form  of  magne^  tape  and 
computer  listings  and  are  stored  in  magnetic  tape  security  areas  and 
in  file  cabinets. 

RetrievabOity:  These  records  are  retrieved  by  name  or  Social 
Security  Number. 

Safeguards:  Access  to  data  in  this  system  is  limited  to  the  Direc¬ 
tor,  Office  of  Civil  Rights,  or  to  those  authorized  by  turn. 

Retention  and  diqiosal:  This  system  is  updated  monthly  and  the 
replaced  master  tape  is  reused  in  the  normal  data  processing  manner. 

System  managerts)  and  address:  Director,  Office  of  Qvil  Rights, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591  and  regional  and  center  Qvil  Righto 

Offices. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  mquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  AiMnistrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington.  DC  20391. 


11722 


Federal  Register  /  Vol.  45.  No.  36  /  Thursday.  February  21.  1980  /  Notices 


Record  eoarcc  categories:  Personal  observation. 

Self  identification. 

Manpower  records. 

Organization  records. 

DOT/FAA  ttS. 

System  same:  Investigative  Record  System.  DOT/FAA. 

System  location:  These  records  are  maintained  at  FAA  regional 
Air  Transportation  Security  Divisions  and  center  Investigations  and 
Srcurity  Divisions,  Office  of  Investigations  and  Security  in  Washing¬ 
ton,  D.C.,  and  Federal  Records  Centers. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  applicants  for  FAA  employment. 

Current  and  former  FAA  employees. 

Individuals  considered  for  access  to  classified  information  or 
restricted  areas  and/or  security  determinations  as  contractors, 
employees  of  contractors,  experts,  instructors,  and  consultants 
to  Federal  programs. 

Aircraft  owners. 

Flight  Instructors. 

Pilots. 

Mechanics. 

Designated  FAA  representatives. 

Other  individuals  certificated  by  FAA. 

Individuals  involved  in  tort  claims  against  the  FAA. 

Employees,  grantees,  subgrantees,  contractors,  subcontractors, 
and  applicants  for  FAA  funded  programs. 

Other  individuals  who  are  of  investigative  interest  to  FAA,  law 
enforcement,  or  investigative  agencies. 

Categories  of  records  in  the  system:  Results  of  investigations  and  . 
inquiries  conducted  by  the  Office  of  Investigations  and  Security; 
FAA  regional  Air  Transportation  Security  Divisions  and  center  In¬ 
vestigations  and  Security  Divisions;  information  received  in  various 
formats  from,  and  results  of  investigations  conducted  by  Federal, 
State,  and  local  investigative  or  law  enforcement  agencies  which 
relate  to  the  mission  and  function  of  the  Office  of  Investigations  and 
S<»:urity  and  field  elements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  of  an 
indication  of  any  violation  or  potential  violation  of  the  law,  whether 
civil,  criminal,  or  regulatory  in  nature,  and  whether  arising  by  stat¬ 
ute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency  whether  Federal,  State,  local, 
or  foreign,  charged  with  the  responsibility  of  investigating  or  pros¬ 
ecuting  such  violation  or  charged  with  enforcing  Such  reKiral  shall 
also  include,  and  be  deemed  to  authorize, 

(1)  any  and  all  appropriate  and  necessary  uses  of  such  records  in 
a  court  of  law  and  before  an  administrative  board  or  hearing, 
including  referrals  related  to  probation  and  parole  matters,  and 

(2)  such  other  inter-agency  referrals  as  may  be  necessary  to 
carry  out  the  receiving  agency’s  assigned  law  enforcement 
duties,  or  general  crime  prevention  and  detection  efforts. 

To  authorized  officers  and  employees  of  FAA  and  other 
agencies  and  departments  of  the  Federal  Government,  and  the 
District  of  Columbia  Government,  having  an  interest  in  the 
individual  for  employment  purposes,  including  a  security 
clearance  or  access  determination,  and  a  need  to  evaluate 
qualifications,  suitability,  and  loyalty  to  the  United  States 
Government. 

To  officials  from  FAA  and  DOT  administrative,  operating  and 
regulatory  components  who  require  access  to  the  record  to 
fulfill  their  responsibilities  contained  in  Executive  Orders, 

Civil  Service  ^mmission  Regulations,  Federal  Aviation 
Regulations  and  Orders  or  F^eral  statutes. 

To  authorized  representatives  of  Federal  agencies  and 
departments  who  require  access  to  the  file  pursuant  to  an 
investigation  or  inquiry  conducted  under  appropriate  statutes. 
Executive  Orders  or  administrative  procedures  of  Federal 
Government.  This  can  include  investigations  completed  by 
FAA  and  referred  to  other  Federal  agencies  for  further 
investigation,  prosecution  or  administrative  action. 

To  authorized  officers  and  employees  of  FAA  having  the 
responsibility  to  grant  security  clearance,  make  determinations 
regarding  access  to  classified  information  or  restricted  areas, 
or  to  evduate  qualifications,  suitability,  or  loyalty  to  the 
United  States  Government,  in  connection  with  parformance  of 
a  service  to  the  Federal  Government  under  a  contract  or 
other  agreement. 

To  authorized  representatives  of  U.S.  air  carriers  where  air 
safety  might  be  affected. 


As  a  data  source  for  management  information  for  production  of 
summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  fiitiction  for  which  the  records  are  collected  and 
maintained,  or  for  related  personnel  management  functions  or 
manpower  studies;  may  also  be  utilized  to  respiond  to  general 
requests  for  statistical  information  (without  piersonal 
identification  of  individuals). 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
dispiosing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  approved  security  file  cabi¬ 
nets  and  containers. 

RetrieTability:  These  records  are  indexed  alphabetically  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  those 
parsons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  or  retired  to 
the  area  Federal  Records  Center  and  then  destroy^  in  accordance 
with  FAA  Order  1350.15,  Records  Organization  Transfer  and  De¬ 
struction  Standards. 


The  retention  and  destruction  pariod  for  each  record  varies 
depending  on  the  typa  of  record,  category  of  investigation,  or 
significance  of  the  information  contained  in  the  record. 

All  records  are  destroyed  by  approved  methods. 


System  manageKs)  and  address:  The  FAA  Investigative  Record 
System  is  decentralized  and  requests  for  such  records  should  be 
directed  to  the  appropriate  System  Manager  as  follows: 

For  the  Washington  Metropolitan  area,  excluding  Eastern 
Region  jurisdiction: 

Director  of  Investigations  and  Security 

800  Indepandence  Avenue,  SW, 

Washington,  DC  20591. 

For  the  geographical  area  under  the  jurisdiction  of  the  various 
regions: 

Chief,  Air  Transportation  Security  Division,  of  the  appropriate 
region.  (See  the  FAA  National  Field  Directory,  1()00.23F,  for 
addresses). 

For  the  jurisdiction  of  the  National  Aviation  Facilities 
Experimental  Center  (NAFEC): 

Chief,  Investigations  and  Security  Division, 

NAFEC, 

Atlantic  City,  NJ  08405. 

For  the  jurisdiction  of  the  Aeronautical  Center: 

Chief,  Investigations  and  Security  Division, 

Aeronautical  Center, 

Oklahoma  City,  OK  73126. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  partaining  to  him  or  to  her  by  address¬ 
ing  a  written  request  to  any  of  the  Systems  Managers  identified 
above.  The  request  should  include  the  full  name  and  date  and  place 
of  birth  of  the  individual,  and  any  available  information  regarding  the 
typ>e  of  record  involved,  and  the  category  of  individual  under  which 
the  requester  feels  he  or  she  fits. 

Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
such  records  should  contact  the  System  Manager.  However  investi¬ 
gative  data  compiled  for  law  enforcement  purposes  may  be  exempt 
from  the  access  provision  pursuant  to  5  U.S.C.  552a(kX2)  and  (kX5). 


Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Indepandence  Avenue,  SW, 

Washington,  DC  20591. 


Record  source  categories:  These  records  contain  information  ob¬ 
tained  from  interviews,  review  of  records,  and  other  authorized, 
applicable  investigative  techniques. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is 
exempt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
the  exemption  is  to  protect  materials  classified  in  the  national  interest 
and  to  protect  investigatory  materials  compiled  for  law  enforcement 
purpK)^.  Exemptions  have  been  published  in  the  Federal  Register 
for  this  system.  The  exemptions  may  be  applied  pursuant  to  5  U.S.C. 
552  a(kKl).  (kK2),  and  (kK5). 

DOT/FAA  816. 


System  name:  Tort  Claims  and  Personal  Proparty  Claims  Record 
System  DOT/FAA. 

System  location:  These  records  are  maintained  at  regional  and 
center  FAA  Counsel  Offices  and  Logistics  Divisions. 
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Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  tort  and  property  claimants 
who  have  filed  claims  against  the  Govemment/FAA. 

Categories  of  records  in  the  systenu  This  system  of  records  con¬ 
tains  reports,  vouchers,  witness  statements,  legal  decisions,  and  relat¬ 
ed  material  pertaining  to  claims  by  or  against  the  Government  result¬ 
ing  from  FAA  transactions,  other  than  litigation  cases. 

Approved  claims  are  sent  to  the  Accounting  Division  for 
certification  and  payment  by  Treasury  check. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Investigation  purposes. 
Reference  purposes. 

Court  action. 

Doubtful  claims  are  sent  by  Accounting  Division  to  GAO  for 
adjudication. 

Some  larger  claims  go  to  Department  of  Justice  for  approval  or 
disapproval. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  approved  file  cabinets  and 
containers. 

Retrievability:  These  records  are  indexed  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  3  years  after 
the  flnal  decision  is  rendered. 

System  manageris)  and  address:  Regional  and  center  counsels. 
Notification  procedure:  Individuals  who  wish  to  know  if  they 
appear  in  this  system  should  contact  the  system  manager. 

Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
their  records  should  contact  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the 
Associate  Administrator  for  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Claimant,  investigation  reports,  and 
courts. 

DOT/FAA  817. 

System  name:  Emergency  Operations  Staffing  Assignment  DOT/ 
FAA. 

System  location:  These  records  are  maintained  at  region,  center, 
and  Washington  headquarters. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  on  FAA  employees. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  such  as  name,  address  and  telephone  numbers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puposes  of  such  uses:  To  contact  FAA  person¬ 
nel  for  emergency  readiness  purposes. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  file  folders  and/or  file  cabi¬ 
nets. 

Retrievability:  These  records  are  retrieved  by  name. 

Safeguards:  Access  to  data  in  this  system  is  limited  to  those 
petsons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  when  super¬ 
seded  or  obsolete. 

System  managerfs)  and  address:  Region,  center  and  Washington 
headquarters  Emergency  Planning  Officers. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue  SW, 


Washington,  DC  20591. 

Record  source  categories:  Employees  and  employees  records. 

DOT/FAA  818. 

System  name:  Statement  of  Employment  and  Financial  Interest 
DOT/FAA. 

System  location:  These  statements  are  filed  at  FAA  regional, 
center  and  Washington  headquarters  locations. 

Categories  of  individuals  covered  by  the  system:  Selected  FAA 
employees,  GS-13  and  above,  occupying  positions  as  reflected  in  Part 
99  of  the  DOT  Regulations.  This  regulation  can  be  found  in  FAA 
Order  3750.3A  and  is  identified  in  this  directive  as  Appendix  C. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  regarding  an  employee’s  present  p^ition;  his  con¬ 
nections  or  financial  interest,  if  any,  with  corporations,  companies, 
firms  or  other  business  enterprises,  partnerships,  nonprofit  organiza¬ 
tions,  and  educational  or  other  institutions;  names  of  creditor;  interest 
in  real  property  or  rights  in  lands;  and  names  of  other  persons  who 
are  authorized  by  the  employee  to  supply  further  information. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  To  enable  Reviewing 
Officials  to  determine  whether  or  not  an  employee’s  functions  or 
assignments,  actual  or  proposed,  could  result  in  a  conflict  of  interest. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders  and  secure 
files. 

Retrievability:  These  records  are  indexed  by  the  names  of  the 
individuals. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  maintained  up  to  2  years 
after  the  employee  is  separated  At  this  time,  all  his  statements  and 
supplements  are  destroy^. 

System  manageris)  and  address:  The  employee’s  Reviewing  Official 
maintains  control  of  these  statements. 

Notification  procedure:  An  employee  may  inquire  about  the  status 
of  his  Confidential  Statement  of  Employment  and  Financial  Interest 
file  at  any  time.  All  inquiries  should  be  directed  to  the  employee’s 
Reviewing  Official  or  his  supervisor. 

Record  access  procedures:  Employees  who  wish  to  gain  access  to 
their  records  should  contact  their  Reviewing  Official. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591 

Record  source  categories:  Information  contained  in  this  system 
either  comes  from  the  individual  or  from  those  designated  as  author¬ 
ized  sources. 

DOT/FAA  819. 

System  name:  Psychological  Support  for  Air  Traffic  Controller 
Health  Program  and  Air  Traffic  Controller  Applicant  Screening 
System  DOT/FAA. 

System  location:  Behavioral  Science  Division, 

Office  of  Aviation  Medicine, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Region^  IHight  Surgeons  in  region  where  individual  is 
employed. 

Categories  of  individuals  covered  by  the  system:  Air  Traffic  Con¬ 
trol  Specialist,  applicants  for  air  traffic  control  specialist. 

Categories  of  records  in  the  system:  Psychological  test  results. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  the  agency  in 
determining  an  individual’s  fitness  to  be  a  controller. 

To  assist  the  agency  in  establishing  Job  Standards. 

See  Prefatory  Statement  of  Generd  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders  on  magnetic 
tape  and  on  punch  cards  and  answer  sheets. 

Retrievability:  Files  are  retrieved  by  name,  date  of  birth,  and  sex._ 
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Safeguards:  File  cabinets  are  kept  lcx:ked  when  not  in  use. 

*  Magnetic  tape  and  computer  program  used  with  the  tapes  are 
under  the  control  of  those  who  have  a  need  to  know. 

Answer  sheets  are  destroyed  after  input  to  computer. 

Punch  cards  are  stored  in  card  Rles. 

Retention  and  disposal;  Records  are  retained  as  historical  statistical 
records. 

System  manager(s)  and  address:  Chief,  Behavioral  Science  Divi¬ 
sion, 

Office  of  Aviation  Medicine, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Region^  Flight  Surgeons  in  region  where  individual  is 
employed. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate,  ^ 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  All  the  data  in  this  system  are  collected 
from  the  individual  applicants  and  controllers. 

DOT/FAA  820. 

System  name:  Pending  legislation  (Employee’s)  •  Private  Relief  pnd 
Public/Private  Laws  (Employee’s)  Private  Reliefs  DOT/FAA. 

System  location:  This  system  of  records  is  located  in  the  OfHce  of 
Chief  Counsel,  Federal  Aviation  Administration,  800  Independence 
Avenue,  S.  W.,  Washington,  D.  C.  20591. 

Categories  of  individuals  covered  by  the  system:  FAA  employees 
for  whom  private  relief  legislation  Im  been  introduced  in  Congress. 

Categories  of  records  in  the  system:  Travel  information,  litigation 
reports,  collection  vouchers,  and  real  estate  contracts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  is  for 
reference  in  order  to  formulate  FAA’s  position  On  proposed  private 
relief  legislation  for  FAA  emf^yees.  All  information  is  released  to 
the  Office  of  Management  and  Budget. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Information  is  stored  in  file  cabinets. 

Retrievahility:  Data  are  indexed  and  retrieved  by  name  of  employ¬ 
ee  and  employee  number. 

Safeguards:  No  special  safeguards  required. 

Retention  and  disposal:  Records  are  transferred  to  Federal  Rec¬ 
ords  Center  or  destroyed  when  no  longer  needed. 

System  managerts)  and  address:  Legislative  Assistant, 

Legislative  Staff, 

Office  of  Chief  ^unsel, 

FAA,  800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Data  are  obtained  from  members  of 
Congress  and  FAA  records. 

DOT/FAA  82L 

System  name:  Litigation  Information  Management  Systems  DOT/ 
FAA. 


System  location;  This  system  of  records  b  maintained  within  the 
Office  of  tile  Chief  Counsel,  FAA,  800  Independence  Avenue,  S.  W. 
,  Washington,  D.  C.  20591. 

Categories  of  faidividuals  covered  by  the  system:  This  file  contains 
information  on  Litigants,  Claimants,  Witnesses,  Decedents,  Plaintiffs 
Attorney,  FAA  Attorney  and  Department  of  Justice  Attorney. 

Categories  of  records  in  the  system:  Litigation  and  claim  pleadings, 
discovery  material,  related  documents  (including  background  data  on 
individual,  or  dec^ent  involvedX  memoranda,  correspondence,  and 
other  material  necessary  to  respond  to  claims  or  prepare  for  Dtigation 
or  hearings.  Types  of  claims  or  litigation:  aircraft  accidents,  auto 
accidents,  personnel  and  general  litigation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  documents  are 
produced  or  used  in  and  for  litigation  and  claims.  These  documents 
are  disclosed  to  the  Department  of  Justice.  See  Prefatory  Statement 
of  Generd  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Data  are  stored  in  lockable  and  unlockable  file  cabinets, 
individuals  attorneys’  offices,  binders,  index  files  and  in  computers. 

Retrievahility:  Access  is  by  name,  location  of  accident,  and/or 
docket  number. 

Safeguards:  Data  from  these  files  are  retrievable  only  by  persons 
within  the  Office  of  the  Chief  Counsel  or  Regional  Counsels. 

Retention  and  disposal:  Litigation  files  are  kept  for  2  years  after 
case  is  closed,  then  sent  to  the  Federal  Records  Center.  AD  other 
records  in  this  system  are  retained  indefinitely. 

Sy^m  managerts)  and  address:  Chief, 

Litigation  Division, 

Office  of  Chief  Counsel, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591, 

Notification  procedure;  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Employees  of  the  Office  of  Chief  Coun¬ 
sel,  Federal  courts,  individuals  and  their  attorney,  FAA  records, 
litigation  files,  etc. 

DOT/FAA  822. 

System  name:  Aviation  Medical  Examiner  System  DOT/FAA. 

System  location:  Aeromedical  Education  Branch, 

Civil  Aeromedical  Institute, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Regional  Flight  Surgeons  in  all  regional  headquarters. 

Categories  of  individuals  covered  by  the  system:  Private  physicians 
appointed  as  Aviation  Medical  Examiners  and  selected  military  units 
through  agreement  with  the  Surgeon  Generals. 

Categories  of  records  in  the  system:  The  system  includes  records 
necessary  to  the  operation  of  the  system  to  establish  qualifications  of 
physicians,  identification  as  to  location  within  the  system,  actual 
performance  in  support  of  the  system  and  records  pertaining  to 
training  received  from  the  system. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Aeromedical 
Education  Branch,  AME  Section,  to  determine  training  needs. 

By  Regional  Flight  Surgeons  to  evaluate  the  physician’s 
performance  in  the  AME  System  and  determine 
reappointments. 

By  the  Office  of  Aviation  Medicine  in  Washington,  D.C.,  in 
policy  determination. 

By  General  Aviation  District  Offices  in  locating  and  obtaining 
support  of  qualified  AMEs. 

By  private  organizations  needing  to  contact  and  utilize  the 
physician’s  services  in  his  capacity  of  an  AME. 

See  Prefatory  Statement  of  General  Routine  Uses. 
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Policies  and  practices  for  storiog,  retrieWng,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Card  Tile,  file  folders,  magnetic  tapes,  and  hard  copy. 

Retrierability:  Information  stored  by  Region,  State,  Name,  and 
Control  Number. 

Safeguards:  File  rooms  with  restricted  access,  three-combination 
safe  with  accesss  by  authorized  personnel. 

Retention  and  dispos|U:  Paper  designated  examiner  case  flies  are 
retained  until  the  physician  is  designated.  Paper  records  of  designa¬ 
tions  are  transferred  to  the  Federd  Records  Center  after  10  years 
and  destroyed  after  2S  years.  Magnetic  tapes  of  designations  are 
updated  continuously. 

System  managers)  and  address:  Records  from  Master  files: 

Chief,  Aeromedical  Education  Branch, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Regional  flies  from  Regional  Flight  Surgeon  within  Region 
wherein  the  AME  is  appointed. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  mquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  is  obtained  from  the  Avi¬ 
ation  Medical  Examiners  themselves. 

DOT/FAA  823. 

System  name:  Working  Level  Personnel  Folder  System  DOT/FAA. 

System  location:  This  system  of  records  is  found  at  all  FAA  field 
offices  physically  separated  from  the  Personnel  Office  which  main¬ 
tains  the  employee’s  Official  Personnel  Folder. 

Categories  of  individuals  covered  by  tbe  system:  This  system  con¬ 
tains  information  regarding  FAA  employees. 

Categories  of  records  in  the  system:  This  system  contains  only 
information  regarding  the  employee’s  experience,  education,  training, 
special  qualifications  and  skills,  position  description,  performance  ap¬ 
praisals  and  conduct. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  local  supervisors 
in  managing  their  personnel  more  effectively. 

To  assist  in  the  development  and  implementation  of  a  viable 
employee  productivity  improvement  program. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  files  are  stored  in  file  cabinets. 

Retrievability:  These  files  are  retrieved  by  name. 

Safeguards:  Access  and  use  of  these  files  are  limited  to  those 
whose  official  duties  require  such  access. 

Retention  and  disposal:  These  files  are  destroyed  3  months  after 
transfer  or  termination  of  service. 

System  nianager(s)  and  address:  FAA  Field  Office  Supervisors. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591, 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

DOT/FAA  824. 

System  name:  Medical  Exemptions  -  Pidilic  Dockets  DOT/FAA. 


System  location:  Department  of  Transportation,  The  Office  of  the 
Chief  Counsel, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Categories  of  individuals  covered  by  the  system:  Persons  petitioning 
for  a  medical  exemption  under  Federal  Aviation  Regulations. 

Categories  of  records  in  the  system:  Petitions  for  exemption,  sup¬ 
porting  and  supplementary  documentation  submitted  by  petitioners, 
correspondence,  and  the  grant  or  denial  of  the  exemption. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  Compliance  with  statu¬ 
tory  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions. 

Disclosure  to  general  public  and  other  agencies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  in  file  folders. 

Retrievability:  Retrieved  by  exemption  number,  docket  number,  or 
alphabetical  listing  of  petitioner  names. 

Safeguards:  Access  through  request  to  Docket  Specialist. 

Retention  and  disposal:  Dockets  are  retained  indefinitely;  destruc¬ 
tion  not  authorized. 

System  manager(s)  and  address:  IDoc  tet  and  Regulations  Specialist, 
Office  of  the  Chief  Counsel, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  2059L 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Office  of  Aviation  Medicine,  FAA, 
800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

DOT/FAA  825. 

System  name:  Petitions  for  Rulemaking  -  Public  Dockets  DOT/ 
FAA. 

System  location:  Located  in  the  Office  of  the  Chief  Counsel, 
Federal  Aviation  Administration,  Washington,  D.C.  20591. 

Categories  of  individuals  covered  by  the  system:  Persons  petitioning 
for  a  change  in  the  Federal  Aviation  Regulations. 

Categories  of  records  in  the  system:  Petitions  for  rulemaking, 
correspondence,  documents  showing  disposition  of  the  petition  and 
public  comments  on  any  resulting  NPRM. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compliance  with  statu¬ 
tory  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions. 

Disclosure  to  general  public  and  other  government  agencies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  are  stored  in  unlocked  file 
cabinets. 

Retrievability:  Retrieved  by  exemption  number,  docket  number,  or 
alphabetical  listing  of  petitioner  names. 

Safeguards:  Access  through  request  to  Dockets  Specialist. 

Retention  and  disporal:  Transferred  to  Federal  Records  Center 
when  inactive;  destruction  not  authorized. 

System  managerfs)  and  address:  Docket  and  Regulations  Specialist, 
Office  of  the  Chief  COunsel, 

FAA,  * 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 
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Nodfication  proccdive:  Individnals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuab  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  £)C  20391. 

Record  source  categories:  Petitions  for  rulemaking. 

DOT/FAA  826. 

System  name:  Petitions  for  Exemption  (Other  than  Medical  Exemp¬ 
tion)  -  Public  Dockets  DOT/FAA. 

System  location:  Located  in  the  Office  of  the  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Persons  petitioning 
for  an  exemption  (other  than  medical)  under  the  Federal  Aviation 
Regulations. 

Categories  of  records  in  the  system:.  Petitions  for  exemptions, 
supplementary  information,  and  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compliance  with  statu¬ 
tory  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions. 

Disclosure  to  general  public  and  other  government  agencies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  stored  in  unlocked  file 
cabinets. 

Retrievahility:  Retrieved  by  exemption  number,  docket  number,  or 
alphabetical  listing  of  petitioner  names. 

Safeguards:  Access  through  request  to  Dockets  Specialist. 

Retention  and  disposal:  Transferred  to  Federal  Records  Center 
when  inactive;  destruction  not  authorized. 

System  managerts)  and  address:  Docket  &  Regulations  Specialist, 
AGC-24, 

Office  of  the  Chief  Counsel, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Petitions  for  exemptions. 

DOT/FAA  827. 

System  name:  Environmental  Litigation  Files  DOT/FAA. 

System  location:  Located  in  the  Office  of  the  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Litigants,  wit¬ 
nesses,  plaintiffs  attorney,  FAA  attorney.  Department  of  Justice  At¬ 
torney,  etc. 

Categories  of  records  in  the  system:  Information  on  litigation, 
pleadings,  discovery  material,  related  documents,  (including  back¬ 
ground  data  on  individual  involved),  memoranda,  correspt^ence, 
and  other  material  necessary  to  respond  to  claim  or  prepare  for 
litigation  or  hearings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Litigation;  documents  are 
produced  or  used  in  and  for  litigation  and  are  disclosed  to  the 
Department  of  Justice. 

See  Prefatory  Statement  of  General  Routine  Uses. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Stora^  File  folders  stored  in  locked  and  unlocked  file  cabinets 
and  individual  attorney’s  offices. 

Retrievahility:  Retrieved  by  caption  of  the  particular  litigation. 

Safeguards:  Access  by  Office  of  Chief  Counsel  personnel  only. 

Retention  and  disposal:  I^les  are  kept  for  2  years  after  case  has 
been  closed  and  then  sent  to  Records  C^ter, 

System  manageKs)  and  address:  Chief,  Environmental  Staff, 

Office  of  the  Chief  Counsel, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  a^ut  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591, 

Record  source  categories:  Federal  courts,  individuals  and  their 
attorneys,  FAA  records,  litigation  files,  etc. 

DOT/FAA  828. 

System  name:  Physiological  Training  System  DOT/FAA. 

System  location:  Aeromedical  Education  Branch, 

Civil  Aeromedical  Institute, 

Aeronautical  Center, 

Oklahoma  City,  OK  73125.  , 

Categories  of  individuals  covered  by  the  system:  The  training  is 
primarily  of  benefit  to  pilots.  It  is  also  recommended  for  other  air 
crew  personnel.  Air  Traffic  Controllers,  Aviation  Medical  Examin¬ 
ers,  and  other  personnel  from  the  national  aviation  system. 

Categories  of  records  in  the  system:  The  system  includes  records 
necessary  to  establish  qualifications  of  eligibility  to  receive  physio¬ 
logical  training,  maintain  accountability  of  funds  required  for  training 
and  transfer  of  funds  to  involved  agencies,  and  to  provide  proper 
evidence  of  training. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Aeromedical 
Education  Branch,  Physiological  Operations  and  Training  Section,  to 
determine  training  qualifications. 

By  the  Accounting  Divisioi^  General  Accounting  Branch,  for 
receipt  and  transfer  of  training  funds. 

By  the  Aeromedical  Education  Branch,  Physiological 
Operations  and  Training  Section,  to  provide  proper  evidence 
of  training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Card  file,  and  file  folders. 

Retrievahility:  Information  files  by  name  and  location  of  training. 

Safeguards:  Files  access  restricted  to  Aeromedical  Education 
Branch  personnel. 

Retention  and  disposal:  Files  are  retained  for  5  years  after  comple¬ 
tion  of  training  and  then  destroyed. 

System  manageris)  and  address:  Chief,  Aeromedical  Education 
Branch, 

Aeronautical  Center. 

Oklahoma  City,  OK  73125. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 
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Record  source  categories:  Infbrmatiofi  is  obtained  from  the  individ 
uals  themselves. 

DOT/FAA  829. 

System  name:  Working  Level  Files  for  Employees  assigned  overseas 
(Permanently  and  TDY)  and  Employees  Transferred  to  an  Inter¬ 
national  Organization  EKDT/FAA. 

System  location:  These  records  are  maintained  in  the  FAA  Office 
of  International  Aviation  Affairs  (OIAA),  Washington,  D.C. 

Categories  oMndiriduab  covered  by  the  system:  All  employees  that 
go  on  overseas  assignments,  for  OIAA,  ICAO,  and  employees  on 
temporary  foreign  travel  for  FAA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains:  name;  date  and  place  of  birth;  names  and  dates  of  birth  of 
dependents;  position  title;  grade  and  salary;  marital  status,  education; 
knowledge  of  foreign  language(s);  home  address  and  phone  number; 
country  and  medi^  clearances  (DSL-820  and  DSk823),  medical 
waivers,  listing  of  all  employees  cleared  or  issued  medical  waivers  by 
Department  of  State;  professed  religion;  check,  savings,  allotment, 
and  savins  bonds  mailing  information;  information  concemipg  ship¬ 
ment  of  household  and  personal  effects,  storage,  automobile  and 
allowances;  training  records  (Foreign  Service  Institute  and  Agency 
for  International  I^velopment);  tort  claims;  travel  vouchers;  SF-SO 
(for  employees  transferred  to  an  International  Organization). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  obtain  country 
clearances  for  overseas  assignments. 

To  provide  AID  and  DOS  with  required  information  relating  to 
medical  and  emergency  evacuation,  emergency  travel,  etc. 

To  compile  reports  and  provide  listings  to  me  Department  of 
State  (verbal  and  written). 

To  obtain  approval  for  forei^  travel,  passport  and  visa  services. 
To  enroll  employees  in  trainmg. 

To  prepare  travel  orders  and  vouchers. 

To  determine  allowable  allowances  and  other  benefits. 

To  provide  information  to  embassies  in  countries  of  assignment. 
To  obtain  medical  and  security  clearances. 

To  intercede  for  employees  concerning  salary,  personnel  actions, 
allowances,  leave  and  benefits. 

To  verify  medical  claims. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  'V 

Storage:  These  files  are  stored  in  locked  cabinets. 

Retrievahility:  Retrieved  by  name. 

Safeguards:  Access  and  use  are  limited  to  those  whose  official 
duties  require  such  access. 

Retention  and  disposal:  Are  destroyed  3  years  after  termination  of 
employee’s  service. 

System  manageris)  and  address:  Executive  Officer,  Office  of  Inter¬ 
national  Aviation  Affairs, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  IX^  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

DOT/FAA  830, 

System  name:  Representatives  of  the  Administrator  DOT/FAA. 

System  location:  This  system  is  located  and  maintained  as  a  decen¬ 
tralized  system  with  all  designations  being  maintained  at  General 
Aviation  District  Offices,  Air  Carrier  District  Offices,  Flight  Stand¬ 
ards  District  Offices,  Engineering  and  Manufacturing  District  Of¬ 
fices,  Air  Traffic  and  Aviation  Medicine  Headquarters,  regional  or 
field  offices  that  designate  Air  Traffic  Control  Tower  Operator  Ex¬ 
aminers,  Aviation  M^ical  Examiners,  Forensic  Pathologists,  and  the 


international  field  offices  where  designations  were  made  with  lists  of 
certain  categories  of  representatives  maintained  by  individual  FAA 
Regional  Omces  to  whom  the  designating  field  offices  report,  and 
with  master  lists  of  certain  categories  of  representatives  maintained  at 
the  Aeronautical  Center  and  FAA  Headquarters,  Washington,  D.C. 

Categories  of  indiridiials  covered  by  the  system:  Aviation  Medical 
Examiners,  Pilot  Examiners,  Technical  Personnel  Examiners,  desig¬ 
nated  Aircraft  Maintenance  Inspectors,  designated  Engineering  Rep¬ 
resentatives,  and  designated  Manufacturing  Inspection  Representa¬ 
tives. 

Categories  of  records  in  the  system:  Records  on  qualification, 
certification,  and  appointment  authorization. 

Routine  uses  of  records  auintained  ia  the  systeat  inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  a  data  base 
for  management  use  of  the  numbers  and  qualifications  of  individuals 
designated  as  representatives. 

To  facilitate  written  and  oral  communication  between  the  FAA 
and  its  representatives. 

To  provide  die  public  with  the  names  and  addresses  of  certain 
categories  of  representatives  who  may  provide  service  to 
them. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  ia  the  system: 

Storage:  Records  are  maintained  in  file  folders  and  card  files. 

Retrievahility:  Records  are  filed  by  designee  name  and  retrieved 
by  same. 

Safeguards:  Records  are  stored  in  lockable  file  cabinets. 

Retention  and  disposal:  Records  are  retained  during  the  life  of  the 
designated,  then  destroyed  2  years  after  expiration  of  the  designation. 

System  manageris)  and  address:  Chief  of  the  ofhce  where  the 
designation  was  made. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

DOT/FAA  831, 

System  name:  Standard  Procedure  Uniform  Reporting  System 

(SPUR)  DOT/FAA. 

System  location:  This  system  is  located  at  all  General  Aviation 
District  Offices  (GADO),  Air  Carrier  District  Offices  (ACDO), 
Flight  Standards  District  Offices  (FSDO)  in  all  regions. 

Categories  of  individuals  covered  by  the  system:  Pilots,  mechanics, 
parachute  rigger  examiners,  flight  instructors,  authorized  inspectors, 
air  taxi  operators,  and  avionics  examiners. 

Categories  of  records  in  the  system:  Accident  reports,  supplement 
reports,  remedial  checks,  violations,  records  of  inspections,  surveil¬ 
lance  and  certification. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Aids  supervisors  in 
developing  work  plans  and  work  measurements  to  accomplish 
agency  mission. 

Release  to  state  aviation  authorities  for  seminars  and  workshops. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Posted  on  big  board  in  office  and  in  file  cabinets  in  office. 

Retrievahility:  Data  are  retrieved  by  name  of  individual  to  be 
examined. 

Safeguards:  Data  are  available  only  in  the  conduct  of  ofiicial 
business. 

Retention  and  disposal:  When  the  individual  is  no  longer  affiliated 
with  the  agency,  or  no  further  action  b  required. 

System  manageris)  and  address:  Chief  of  the  GADO,  ACDO, 
FSDO  in  region  where  individual  b  operating  or  assigned. 
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Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  mquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  a^ut  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  2059 1. 

Record  source  categories:  By  the  applicant,  by  inspector  surveil¬ 
lance,  or  by  being  reported  by  an  FAA  official. 

DOT/FAA  832. 

System  name:  Pilot/Flight  Engineer/Navigator  Flight  Record 
System  DOT/FAA. 

System  location:  Aircraft  Management  Branch,  Headquarters, 
Washington,  D.C.  Aeronautical  Center,  Oklahoma  City,  Oklahoma; 
NAFSE;  Atlantic  City,  New  Jersey;  and  all  regional  offices. 

Categories  of  individuals  covered  by  the  system:  All  FAA  pilots, 
flight  engineers  and  navigators  assigned  to  FAA  Flight  Programs. 

Categories  of  records  in  the  system:  Flight  check  records,  list 
showing  flight  time,  certifications  and  flight  logs. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used  by 
flight  program  management  personnel  to  determine  qualifications  of 
crewmembers  to: 

Fly  agency  aircraft. 

Utilize  rental  aircraft. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  magnetic  tape,  cardex  files,  and  in 
file  folders. 

Retrievability:  Records  are  retrieved  by  employee  name  and  crew¬ 
member  number. 

Safeguards:  Records  are  stored  in  a  restricted,  controlled-access 
area  and  are  used  only  in  the  conduct  of  official  business. 

Retention  and  disposal:  Cardex  and  folder  files  are  destroyed  one 
year  after  pilot’s  separation  and  transfer  from  agency.  Magnetic  tape 
is  updated  periodically. 

System  managerfs)  and  address:  Chief,  Planning  and  Scheduling 
Branch,  AAC-8S0. 

Aeronautical  Center, 

Oklahoma  City,  OK  73125. 

Chief,  Aircraft  Programs  Division, 
inight  Standards  Service, 

FAA 

Washington,  DC  20591. 

or  Aircraft  Management  Branch  in  region  where  employed. 
Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:'  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Flight  check  records  submitted  by  the 
individual  to  whom  the  record  pertains;  reports  submitted  by  the 
pilot  in  command  of  each  flight. 

DOT/FAA  833. 

System  name:  Housing  Management  Monthly  Report,  RIS:  AL-4930- 
3  DOT/FAA. 

System  location:  Alaskan  Regional  Office, 

632  W.  Sixth  Avenue 
Anchorage,  AK  99501. 

Categories  of  individuals  covered  by  the  system:  Names  of  employ¬ 
ees  occupying  FAA  owned  or  leased  housing. 


Names  of  employees  and  agencies  who  lease  FAA  housing  in 
Alaska. 

Categories  of  records  in  the  system:  Housing  records,  leases,  main¬ 
tenance  bills,  damage  reports. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  percentage  of 
occupancy. 

Maintain  up-to-date  record  of  maintenance  cost. 

Maintain  up-to-date  list  of  persons  occupying  FAA  units. 

Provide  above  information  to  Sector  Managers. 

Provide  above  information  to  local  station. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Filing  cabinet.  Housing  Management,  AAL-52D. 

Retrievability:  Station  location. 

Unit  numbers. 

Name  of  employee. 

Number  of  dependents. 

Pay  period  rental  rate. 

Safeguards:  Retrieved  only  by  agency  personnel  and  used  only  in 
‘the  conduct  of  official  business. 

Retention  and  disposal:  Monthly  records  are  destroyed  upon  re¬ 
ceipt  of  next  month’s  ADP  run. 

End  of  year  reports  are  retained. 

System  manager(s)  and  address:  Housing  Management  Officer, 
AAL-52D 

632  W.  Sixth  Avenue, 

Anchorage,  AK  99501. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager.  * 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Employees. 

Employees  of  other  agencies  that  lease  housing  from  FAA. 

DOT/FAA  834. 

System  name:  Commissary  Billing  DOT/FAA. 

System  location:  FAA,  Alaskan  Region,  Anchorage,  Alaska. 

Categories  of  individuals  covered  by  the  system:  FAA  Employees. 

Categories  of  records  in  the  system:  Commissary  Billing  Invoices. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Bill  FAA  employees  for 
goods  received  from  the  FAA  Commissary. 

Commissary  sales  analysis. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Data  processing  cards. 

Retrievability:  Organization,  Voucher  Number,  Name. 

Safeguards:  Restricted  computer  room  access  and  used  only^in  the 
conduct  of  official  business. 

Retention  and  disposal:  Data  processing  cards  held  for  30  days 
after  last  use,  then  placed  in  trash. 

File  folders  held  2  years,  then  destroyed  at  dump. 

System  manageris)  and  address:  Chief,  Accounting  Division,  AAL- 

20, 

FAA, 

632  Sixth  Avenue,  Anchorage,  AK  99501. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 
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CoatestiBg  record  procedves:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20S91. 

Record  source  categories:  Individuals  requesting  goods  from  the 
FAA  Commissary. 

DOT/FAA  SaS. 

System  name:  Work  Scheduling  and  Management  System  DOT/ 
FAA. 

System  location:  This  system  of  records  is  located  at  all  levels  of 
supervision  and  management  within  FAA. 

Categories  of  indiriduals  covered  by  the  system:  Agency  employ¬ 
ees. 

Categories  of  records  in  the  system:  This  system  contains  records 
requir^  by  supervisors  and  managers  to  assign  and  record  the  as¬ 
signment  projecte,  shifts,  and  other  duties  to  agency  employees 
such  as: 

Duty  rosters. 

List  of  employees  by  watch,  shift,  unit,  or  other  work  group. 
Work,  training,  and  leave  schedules. 

In  addition,  it  may  contain  information  about  certificated 
schools,  airman  repair  stations,  and  other  similar  aviation 
related  people  and  activities  needed  to  help  supervisors  assign 
work  relaUd  to  these  organizations  and  people. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Tbis  system  of  records  is 
used  to: 

Assign  tasks  and  projects  to  individual  employees  or  groups  of 
employees. 

Assign  workers  to  shift  and  hours  of  duty. 

Assign  individuals  to  training,  leave,  and  other  administrative 
activities. 

Record  work  assigned  and  performed  by  indiridual  employees 
or  groups  of  employees. 

Record  available  work  force  and  their  status  and  distribution. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  display  boards,  black  boards, 
loose  leaf  notebooks,  file  folders,  and  similar  informal  storage  de¬ 
vices. 

Retrievability:  Records  are  retrievable  by  name,  organization, 
project  title,  or  other  similar  work-related  identifier. 

Safeguards:  Files  are  controlled  by  the  supervisor  and  are  used 
only  in  the  conduct  of  official  business. 

Retentioa  and  disposal:  These  records  are  continuously  changed 
and  purged  as  work  assignments  change  and  people  are  reassigned. 

System  managerfs)  and  address:  Sup^visors  of  field  offices,  regions 
and  centers,  and  Washington  organizations. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  m  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  proeednres:  Individu^  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  E>C  20S91. 

Record  source  categories:  Information  k  obtained  from  personnel 
records  and  from  the  individual  employee. 

DOT/FAA  837. 

System  name:  Photographs  and  Biograpitical  Information  DOT/ 
FAA. 

System  location:  OfHce  of  Public  Affairs, 

FAA, 

800  Independence  Avenue,  SW, 

Washington.  DC  20591. 

And 

Public  Affairs  Offices  at  the  following  FAA  Regions  and 
Centen: 

Aeronautical  Center,  ,  v 


P.O.  Box  25082, 

Oklahoma  City.  OK  73125. 

Alaskan  Region, 

632  Sixth  Avenue, 

Anchorage,  AK  99501. 

Central  Region, 

601  East  12th  Street, 

Kansas  City,  MO  64106. 

Eastern  Region, 

Federal  Bldg.,  JFK  International  Airport, 

Jamaica,  NY  11430. 

Great  Lakes  Region, 

2300  E.  Devon  Avenue, 

I>es  Plaines,  IL  60018. 

National  Aviation  Facilities  Experimental  Center. 

Atlantic  City,  NJ  08405. 

New  England  Repon, 

12  New  England  Executive  Park, 

Burlington,  MA  01803. 

Northwest  Region, 

FAA  Building,  Boeing  Field, 

Seattle,  WA  98108. 

Pacific-Aaia  Region, 

P.O.  Box  4009, 

Honolulu,  HA  96813. 

Rocky  Mountain  Region, 

10455  E.  25th  Ave. 

Aurora,  CO  80010. 

Southern  Region, 

P.O.  Box  20636, 

Atlanta,  GA  30320. 

Southwest  Region. 

P.O.  Box  1689, 

Fort  Worth,  TX  76101. 

Western  Region, 

P.O.  Box  92007, 

World  Way  Postal  Center, 

Los  Angeles,  CA  90009. 

Categories  of  individuals  covered  by  the  qrstem:  FAA  employees 
and  other  individuals  who  may  appear  with  them  in  candid  photo¬ 
graphs. 

Categories  of  records  in  the  system:  Biographical  data;  portrait  and 
candid  photographs. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  maintain^ 
to  provide  information  to  the  public-particularly  the  news  media-- 
and  for  use  in  employee  publications.  See  Prefotory  Statement  of 
General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  cabinets. 

Retrievability:  Records  indexed  alphabetically  by  name  or  subject. 

Safeguards:  Access  through  request  to  the  System  Manager.  These 
records  are  used  only  in  the  conduct  of  official  business. 

Retentioa  and  disposal:  Materials  retained  as  long  as  individual  or 
event  is  newsworthy,  following  which  they  are  destroyed.  In  certain 
cases,  material  is  retained  for  historical  purposes. 

System  manageris)  and  address:  Assistant  Administrator  for  Public 
Affairs  and  Public  Affairs  Officers  at  above  addresses. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  mquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records, 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  FAA  employees  and  other  individuals 
who  may  appear  with  them  in  candid  photographs. 

DOT/FAA  838. 

Syatem  name:  Congressional/Emplt^ment  Inquiry  Files  DOT/FAA. 

System  location:  OfHce  of  Personnel  and  Training  Personnel 
Staffing  and  Benefits  Branch,  Personnel  Programs  Division,  and  Em- 
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ployment  Branch,  Peraonnel  Management  Opcrationt  EMviaion, 
Wi^ngton,  D.  C.  20391. 

Cat^oriea  ot  imUTiduls  corerad  by  the  systcau  Current  and 
former  FAA  employees  and  applicants  for  FAA  employment. 

Catcgoriea  of  records  la  the  system:  Correspondence  submitted  by, 
or  on  behalf  of,  an  individual  including  applications,  resumes,  refer¬ 
ence  letters  and  inquiries  on  the  status  of  circumstances  surrounding 
the  application,  employment  situation  or  separation  from  FAA  em¬ 
ployment. 

Responses  to  such  correspondence. 

Staff  recommendations  and  supporting  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  FAA  ofTicials  to 
provide  information  to  a  Congressional  oflice  from  the  record  of  the 
individual  in  response  to  an  inquiry  from  a  Congressional  office  made 
at  the  request  of  that  individual. 

Used  by  FAA  officials  for  referral  to  the  appropriate  FAA 
action  office  for  preparation  of  recommendations  and 
responses  to  inquiries. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  file  folders. 

Retrievability:  The  records  are  indexed  by  individual’s  name. 
Safeguards:  The  records  are  located  in  lockable  metal  file  cabinets 
with  access  limited  to  those  whose  official  duties  require  access. 

Retention  and  disposal:  The  records  are  retained  for  2  years  from 
the  date  of  the  most  recent  inquiry  with  the  exception  of  Internation¬ 
al  Civil  Aviation  Organization  (ICAO)  records.  Inquiries  from  ICAO 
concerning  employees  being  considered  for  transfer  or  detail  to 
ICAO  are  retained  until  the  employee  separates  from  FAA.  They  are 
then  disposed  of  by  shredding. 

System  manager(s)  and  address:  Chiefs, 

Employment  Branch,  APT-ISO,  and  Personnel  Staffing  and 
Benefits  Branch,  APT-220, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  the  individual  supplied  or  was  supplied  on  his/her 
behalf.  Other  information  may  be  supplied  by  FAA  officials. 

DOT/FAA  839. 

System  name:  Printing  Branch  Distribution  System  DOT/FAA. 
System  location:  FAA  Office  of  Management  Systems, 

Data  Processing  Center,  AMS-330 
400  7th  St.,  S.W. 

Washington,  DC  20391. 

Categories  of  individuals  covered  by  the  system:  Individuals  or 
governmental  agencies  interested  in  receiving  Federal  Aviation  Doc¬ 
uments. 

Categories  of  records  in  the  system:  Names  and  addresses  of  those 
individuals  and/or  governmental  organizations  wishing  to  be  placed 
on  the  mailing  lists  for  FAR’s,  AC’s,  NPRM’s,  the  AIM,  and  various 
miscellaneous  publications. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  serve  as  a  comprehen¬ 
sive  mailing  list  of  individuals  and/or  governmental  agencies  for 
dissemination  of  all  and/or  specific  parts  of  FAR’s,  AC’s,  NPRM’s, 
the  AIM,  and  various  miscellaneous  publications. 


Subject  system  of  records  correlates  or  matches  specific 
consumer  information  requirements  to  subject  category 
information  contained  in  the  FAR’s,  AC’s,  NPRM’s,  the  AIM, 
and  miscellaneous  publications,  thereby  reducing  printing  costs 
and,  at  the  same  time,  satis^ring  the  particular  ne^  and 
interests  of  the  recipients  of  desired  mformation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  magnetic  tape. 

Retrievability:  Records  are  retrieved  by  record  identification  num¬ 
bers  (state  code,  city  code,  first  five  characters  of  last  name  of 
customer,  and  first  initial  of  customer). 

Safeguards:  Magnetic  Tape  -  Data  can  only  be  retrieved  by  com¬ 
puter  operators  as  authorized  by  the  System  Manager  or  delegate. 

Requests  for  disclosure  of  and  access  to  records  are  screened 
carefully  and  must  satisfy  the  ‘need-to-know’  policy. 

The  file  room  is  open  to  agency  personnel  only. 

Retention  and  disposal:  Magnetic  tapes  are  updated  annually  as  a 
result  of  canvassing,  and  retention  and  disposal  of  records  are  gov¬ 
erned  by  consumer  requests,  in  writing. 

System  manager(s)  and  address:  Chief, -Systems  Support  Division, 
AMS- 100, 

Office  of  Management  Systems, 

FAA, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20391. 

Record  source  categories:  Information  is  obtained  from: 

Aviation  Medical  Examiners. 

General  aviation  public. 

Consumers  and  consumer  organizations. 

Other  government  agencies. 

Libraries. 

Army,  Navy,  Air  Force,  etc. 

DOT/FAA  840. 

System  name:  Federal  Aviation  Administration  (FAA)  Maintenance 

Base  Personnel  Training  Records  System  DOT/FAA. 

System  location:  All  FAA  maintenance  bases. 

Categories  of  individuals  covered  by  the  system:  FAA  maintenance 
base  personnel. 

Categories  of  records  in  the  system:  Dates  of  attendance  for  all 
tyi^  of  training,  including:  on-the-job  training;  formal  classroom 
training;  maintenance  orientation;  special  situation  training,  new  em¬ 
ployee  indoctrination;  management  training;  and  non-resident  train¬ 
ing. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  agency  officials, 
supervisors,  and  foremen  to  determine  qualifications  of  repairmen  and 
inspectors. 

By  agency  officials  to  determine  training  requirements. 

See  Prefatory  Statement  of  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  cabinets  and  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  alphabeti¬ 
cally,  and  are  retrieved  by  name. 

Safeguards:  Records  are  stored  in  steel  file  cabinets  which  are 
locked  when  not  in  use. 

Retention  and  disposal:  Records  are  retained  for  the  duration  of 
employment  as  a  maintenance  base  employee;  are  transferred  with 
the  employee  when  appropriate;  and  are  destroyed  by  burning  or 
shredding  upon  termination  of  employment. 

System  managerfs)  and  address:  Supervisors  of  FAA  maintenance 
bases. 
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Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  «bout  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20S91. 

Record  source  categories:  Agency  training  records,  and  supervi¬ 
sor’s  training  certifications. 

DOT/FAA  841. 

System  name:  NAFEC  Manpower  Requirements  Information  System 
(MARQUIS)  DOT/FAA. 

System  location:  National  Aviation  Facilities  Experimental  Center 
(NAFEC). 

Atlantic  City,  NJ  08405. 

Categories  of  indiTiduals  covered  by  the  system:  All  center  person¬ 
nel  (except  tenants  and  contractors)  by  specialized  skills. 

Categories  of  records  in  the  system:  Identification  data,  education 
level  and  history,  current  technical  assignment  (including  expected 
completion  date),  skills  (derived  from  specialized  skills  indexed), 
training  and  work  experience  background,  and  licenses  and  certifi¬ 
cates. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  locate  employees  with 
the  skills  or  combination  of  skills  needed  for  specified  current  or 
future  program  assignments. 

Identify  employees  qualified  for  detail  or  possible  reassignment 
to  new,  special,  or  higher  priority  program  activities. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Stored  on  magnetic  tapes,  selected  printouts  in  file  folders 
in  EMS  staff  and  personnel  management  staff  offices. 

Retrievability:  Selected  according  to  skill  requirement,  name,  em¬ 
ployee  number,  location,  grade,  job  title  and  series,  education  level, 
current  technic^  assignment  skill(s)  and  training  and  work  experi¬ 
ence  background. 

Safeguards:  Authorized  by  Chief,  Engineering  Management  Staff, 
(NAFEC).  ANA-4. 

User  ID  number  for  access  to  data  banks  and  printouts  are 
stored  in  a  secure  cabinet  in  ANA-4.  These  records  are  used 
only  in  the  conduct  of  official  business. 

Retention  and  disposal:  Magnetic  tape  storage  updated  continuous¬ 
ly.  Printouts  destroyed  after  use. 

System  manageKs)  and  address:  Chief,  Engineering  Management 
Staff,  ANA-4, 

NAFEC, 

Atlantic  City,  NJ  08405. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Individual  center  employees. 

DOT/FAA  842. 

System  name:  Federal  Air  Marshal  Program  Management  System 
DOT/FAA. 

System  location:  Civil  Aviation  Security  Service, 

Air  operations  Security  Division, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 


Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  on  present  FAA  employees  who  have 
been  or  are  participants  in  the  Federal  Air  Marshal  program. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  records  necessary  to  manage  the  Federal  Air  Marshal 
program. 

These  records  include  information  about  the  medical/physical 
fitness,  weapons  proficiency  and  training  qualifications  of  each 
individual. 

Also  included  in  the  system  are  documents  pertaining  to 
deputation  as  Deputy  U.S.  Marshal,  equipment  issued  and 
other  related  papers  and  background  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this  system 
is  used  to: 

Record  qualifications  of  Air  Marshals  (weapon,  physical, 
medic^). 

Maintain  current  record  of  weapon  and  equipment  issued. 

Record  training  completed. 

Record  previous  experience,  background  information. 

Record  schedule  assignments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  name  of  individual. 

Safeguards:  Records  are  maintained  in  approved  security  files  and 
containers.  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  managerfs)  and  address:  Chief,  Air  Operations  Security 
Division,  ACS- 100, 

Civil  Aviation  Security  Service, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to*  the 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  Information  is  obtained  from  the  individ¬ 
ual  to  whom  it  applies,  from  other  FAA  records  which  contain 
information  supplied  by  the  individual,  and  from  results  of  training. 

DOT/FAA  843. 

System  name:  FAA  World  Magazine  Address  System 

System  location:  DOT/M-482.2,  Washington,  D.  C. 

Categories  of  individuals  covered  by  the  system:  Non-FAA  employ- 

CCS* 

Categories  of  records  in  the  system:  Address  labels,  master  list 
(names,  addresses) 

Routine  uses  of  records  maintained  in  the  system,  indnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mailing  of  FAA  World  to 
retirees,  government  and  union  offices,  libraries,  industry  PR  of¬ 
fices,  publication  exchanges  and  DOT  internal  distribution. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  This  is  a  limited  list  supplementing, 
FAA  Facility  distribution. 

Storage:  Standard  card  and  Xerox  list. 

Retrievability:  By  name  or  routing  symbol. 

.  Safeguards:  Card  and  Xerox  list  available  only  to  authorized  DOT 
personnel. 

Retention  and  disposal:  Periodic  canvassing  and  culling. 

System  manager(s)  and  address:  Assistant  Administrator, 

Office  of  Public  Affairs, 

Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 
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Notifkatioii  procedore:  Individuals  wishing  to  know  if  thdr  rec- 
ofds  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

Record  source  categories:  All  sources,  on  a  voluntary  basis. 

DOT/FAA  844. 

System  name:  FAA  Airplane  Noise  Complaint  System,  DOT/FAA. 

System  location:  Federal  Aviation  Administration  Office  of  Envi¬ 
ronmental  Quality  800  Independence  Avenue,  SW  Washington,  DC 
20591 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
complain  to  the  FAA  about  airplane  noise  at  Dulles  and  National 
Airports  in  the  Washington,  DC  area  and  in  the  vicinity  of  JFK 
Airport  in  New  York. 

Categories  of  records  in  the  system:  Name,  address,  date,  time  of 
day  of  complaint,  and  category  of  complaint  which  may  include  one 
or  more  of  the  following:  a)  Excessive  noise  b)  Structure  disturbance; 
e.g.,  vibrating  windows  c)  Activity  interruption;  e.g.,  sleep  disturb¬ 
ance  d)  Perceived  danger  e)  Animtd  disturbance  0  Ikying  too  low  g) 
Other;  e.g.,  caused  earache 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape.  Orijr.;a]  record  of  complaint  will  be 
destroyed  following  transfer  of  infurmation  to  tape. 

Retrievability:  By  last  name,  address,  complaint  category,  time  of 
complaint. 

Safeguards:  Directly  concerned  employees  will  be  briefed  in  the 
provisions  and  requirements  of  the  Privacy  Act  of  1974.  These  em¬ 
ployees  will  be  counseled  as  to  the  absolute  requirements  for  confi¬ 
dentiality  of  the  records  under  their  control.  They  will  be  informed 
that  appropriate  disciplinary  action  will  be  taken  for  failure  to 
comply  with  this  requirement.  Access  to  the  system  of  records  will 
be  possible  only  to  those  agency  employees  with  knowledge  of  a 
regularly  changed  password.  The  password  will  be  conceived  by  the 
System  Manager  and  divulged  only  to  directly  concerned  employees. 
The  original  record  will  be  destroyed  following  transfer  of  informa¬ 
tion  to  magnetic  tape. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  manager(s)  and  address:  Director,  Office  of  Environmental 
Quality,  AEQ-1,  Federal  Aviation  Administration,  800  Independence 
Avenue,  SW  Washington,  DC  20591  In  order  to  increase  the  level  of 
safety  of  the  proposed  system  of  records,  no  other  individuals  will  be 
designated  for  the  position  of  System  Manager.  _ 

Notification  procedure:  Individuals  wishing  to  know  if  information 
pertaining  to  them  appears  in  this  system  of  records  may  inquire  in 
person  or  in  writing  to  the  System  Manager.  The  inquirer’s  name  and 
address  will  be  required  in  order  to  ascertain  whether  the  system 
contains  a  record  about  that  individual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  All  anticipated  disclosures 
of  records  in  the  FAA  Airplane  Noise  Complaint  System  will  be  to 
those  officers  and  employees  of  the  DOT  and  FAA  who  have  a  need 
for  the  record  in  the  performance  of  their  duties,  thus  bringing  the 
system  within  the  scope  of  5  U.S.C.  552a(bXl).  No  routine  uses 
under  552a(bX3)  are  anticipated  other  than  those  set  forth  in  the 
Prefatory  Statement  of  Routine  Uses  applicable  to  all  DOT/FAA 
Systems  of  Records,  which  appeared  m  the  Federal  Register  on 
September  19,  1977,  (42  F.R.  47038). 

Record  access  procedures:  Individuals  who  desire  access  to  infor¬ 
mation  about  themselves  in  this  system  of  records  should  either 
contact  in  person  or  address  their  written  inquiries  to  the  System 
Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  Administrator  or  his  delerate  at  the 
following  address:  Department  Transportation  Federtu  Aviation 
Administration,  Office  of  the  Administrator,  800  Independence 
Avenue,  SW  Washington,  DC  20591 


Record  source  categories:  Information  is  obtained  ffrom  individual 
noise  complaints,  on  a  voluntary  basis.  No  specific  forms  will  be  used 
to  obtain  this  information. 

DOT/FHWA  202. 

System  name:  University  and  Industry  Programs  Coding  and  Filing 
System.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWAX 
National  Highway  Institute,  400  7th  Street,  SW,  Room  4207, 
Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  Current  and  prior 
year  candidates  for  FHWA  fellowships/scholarships  employees  of 
FHWA  and  State  and  local  transportation  agencies. 

Categories  of  records  in  the  system:  Applications  for  fellowships. 
Transcripts  of  grades. 

Follow-up  evaluation  reports. 

Study  progress  reports. 

Routine  uses  of  records  maintained  in  the  system,  iuciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Applications  and  tran¬ 
scripts  used  by  fellowship  selection  panel. 

Study  progress  remits  and  follow-up  evaluation  reports  used  by 
the  National  Highway  Institute  in  program  evaluation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Stored  in  file  cabinets. 

Retention  and  disposal:  5  years  -  discarded  in  trash. 

System  manager(s)  and  address:  Administrative  Assistant,  Depart¬ 
ment  of  Transportation, 

Federal  Highway  Administration, 

National  Highway  Institute, 

400  7th  Street,  SW,  Room  4206, 

Washington,  DC  20590. 

Notification  procedure:  Any  individual  that  has  applied  for  a 
fellowship/scholarship  may  obtain  such  information  by  written  re¬ 
quest  to  the  Institute.  The  requestor  should  know  the  year  of  his 
application. 

Record  access  procedures:  May  be  obtained  from  the  ‘System 
Manager*  at  the  address  given  above.  ^ 

Contesting  record  procedures:  May  be  obtained  from  the  ‘System 
Manager*  at  the  address  given  above. 

Record  source  categories:  The  information  comes  from  individual 
applications,  reports  prepared  by  the  individuals  and  their  faculty 
advisors,  and  college  transcripts. 

DOT/FHWA  204. 

System  name:  FHWA  -Motor  Carrier  Safety  Proposed  Civil  and 
Criminal  Enforcement  Cases.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

All  FHWA  Regional  Offices  except  Region  15.  (See  49  CFR 
Part  7  Appendix  D  for  addresses). 

Categories  of  individuals  covered  by  the  system:  Officers,  agents  or 
employees  of  motor  carriers,  including  drivers  who  have  bwn  the 
subject  of  investigation  for  Motor  Carrier  Safety  regulation  viola¬ 
tions. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  pertaining  to  Motor  Carrier  ^ety  regulation  viola¬ 
tions  and  identifying  features. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and 
information  in  the  records  are  used  for  referral  to  U.S.  Attorney  dvil 
proceedings  or  referred  to  other  agencies  for  criminal  or  civil  investi¬ 
gation  of  other  Federal  violations. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  in  the  Regional  Counsel’s  Office. 

Retrievability:  These  records  are  indexed  by  names  of  motor 
carriers  or  individuals. 

Safeguards:  The  records  are  marked  ‘Confidential.*  Only  Regional 
Counsel  Office  employees  or  Bureau  of  Motor  Carrier  Safety 
(BMCS)  employees  have  access  to  the  files. 
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Retention  and  disposal:  The  records  are  retained  for  one  year  and 
then  are  sent  to  the  Central  Files  for  an  additional  three  year  period. 
System  managerts)  and  address: 

FHWA,  Regional  Counsel, 

FHWA,  Regional  Offices  (See  49  CFR  Pait  7  Appendix  D  for 
addresses  except  Region  IS,  where  there  is  none.) 

Notification  procedure:  Same  as  ‘System  Manager*. 

Record  access  procedures:  Same  as  ‘System  Manager*. 

Contesting  record  procedures:  Same  as  ‘System  Manager*. 

Record  source  categories:  Individuals,  motor  carrier  files,  and 
BMCS  files,  etc.,  as  gathered  by  BMCS  investigators. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to 
(k)  (2)  of  S  U.S.C.  SS2a  this  system  of  records  is  exempt  from 
subsections  (cK3),  (d),  (eXO.  (eX4XG),  (H),  and  (I)  and  (0- 

DOT/FHWA  208. 

System  name:  Application  for  U.S.  Government  Motor  Vehicle 
Operator’s  Identification  Card  (U.S.  Government  Drivers  Li¬ 
cense).  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

Office  of  Management  Systems,  HMS-4, 

400  7th  Street,  SW,  Room  4317 
Washington,  DC  20590. 

System  is  also  maintained  at: 

All  FHWA  Regional  and  Division  Offices  (See  49  CFR  Part  7 
^  Appendix  D  for  addresses). 

Categories  of  individuals  covered  by  the  system:  FHWA  employees 
who  have  applied  for  Federal  Government  Drivers  License. 

Categories  of  records  in  the  system:  Application  for  Operator’s 
Identification  card,  Form  FHWA- 133,  and  Physical  Fitness  Inquiry 
for  Motor  Vehicle  Operators,  Standard  Form  47. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identification  of  FHWA 
drivers,  and  qualification  of  the  driver. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  a  file  cabinet  in  folders. 
Retrievability:  The  system  is  indexed  alphabetically  by  name  of 
applicant. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Records  are  retained  until  expiration  of 
licensing  period. 

System  manageKs)  and  address:  Occupational  Safety  Engineer, 
Department  of  Transportation, 

Federal  Highway  Administration. 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Executive  C^cer  in  Regions;  Administrative  Managers  in 
Divisions  (See  49  CFR  Part  7  Appendix  D  for  addresses). 
Notification  procedure:  yhe  requester  must  provide  his  name, 
organizational  element,  and  proper  identification  to  the  address  in 
‘System  Manager*  above. 

Record  •access  procedures:  Same  as  in  ‘System  Manager*  above. 
Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 
Record  source  cat^ories:  The  information  is  provided  by  the 
individual  on  his  application  for  an  FHWA  U.S.  Government  drivers 
license. 

DOT/FHWA  209. 

System  name:  Driver  Accident  Record  Cross-Reference  File.  DOT/ 
FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA). 

FHWA  Regional  Office, 

Bureau  of  Motor  Carrier  Safety, 

Room  210,  Mohawk  Building, 

222  SW  Morrison  Street, 

Portland,  OR  97204. 

Categories  of  individuab  covered  by  the  system:  All  Motor  Carrier 
drivers  who  have  had  commercial  accidents  in  the  Region  10  geo¬ 
graphic  area  and  drivers  from  motor  carriers  based  in  Region  10  who 
have  had  commercial  accidents  anywhere  in  the  United  States. 

Categories  of  records  in  the  system:  Card  file  and  data  tapes  cross- 
referenced  to  motor  carrier  files. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  commercial 
drivers  who  have  bem  involved  in  one  or  more  commercial  acci¬ 
dents. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  ia  the  system: 

Storage:  Maintained  on  3x5  index  cards  and  data  tapes. 

Retrievability:  Filed  alphabetically  by  driver’s  name.  , 

Safeguards:  Personnel  screening  of  those  individuals  requesting 
driver  accident  information. 

«  Retention  and  disposal:  Retained  indefinitely  until  driver  discontin¬ 
ues  his  line  of  work.  Discarded  in  a  trash  receptacle. 

System  manageKs)  and  address: 

FHWA  Regional  Director, 

FHWA  Regional  Office. 

Bureau  of  Motor  Carrier  Safety, 

Room  210,  Mohawk  Building, 

222  SW  Morrison  Street, 

Portland,  OR  97204. 

Notification  procedure:  May  be  obufined  upon  request  by  supply¬ 
ing  name  to  the  address  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager'  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*. 

Record  source  categories:  Accident  information  on  the  cards  and 
data  tapes  is  transposed  from  the  Motor  Carrier  Safety  Accident 
Forms  (MCS  50-T)  and  State  Police  Accident  Reports. 

DOT/FHWA  210. 

System  name:  Occupational  Safety  and  Health  Accident  Reporting 
System.  DOT/FHWA. 

System  location:  Elepartment  of  Transportation  (DOT). 

Federal  Highway  Administration  (FHWA), 

Office  of  Management  Systems,  HMS-4, 

400  7th  Street.  SW,  Room  4317, 

Washington,  I^  20590.  Dwlicate  copies  may  be  retained  in 
Regional  and  Division  offices  (See  49  CFR  Part  7  Appendix 
D  for  addresses). 

Categories  of  individuals  covered  by  the  system:  Any  FHWA 
employee  involved  in  an  occupational  accident. 

Categories  of  records  in  the  system:  The  system  contains' all  type  of 
occupational  accidents  such  as,  employees’  injuries,  occupational  ill¬ 
nesses,  motor  vehicle,  property  damage,  fire  and  explosion,  vessel, 
train,  and  incidents  not  resulting  in  injuries  or  property  damage. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  use  and  purpose  of 
the  information  is  to  obtain  information  for  accident  prevention. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  a  file  cabinet  in  folders. 

Retrievability:  The -system  is  indexed  by  organizational  element 
and  name. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Records  are  retained  for  five  years  as 
required  by  Occupational  Safety  and  Health  Act  of  1970,  as  amend¬ 
ed,  Title  29,  U.S.C.,  Part  1960,  Safety  and  Health  Provisions  for 
Federal  Employees.  The  records  are  then  forwarded  to  the  Records 
Center  of  Archives  and  Records  Services,  GSA. 

System  manageKs)  and  address:  Occupational  Safety  Engineer, 
Department  of  Transportation, 

Federal  Highway  Administration, 

Office  of  Management  Systems, 

400  7th  Street.  SW,  Room  4317, 

Washington,  DC  20590. 

Notification  procedure:  The  requester  must  provide  his  name, 
organizational  element,  and/or  date  of  the  accident,  and  proper  iden¬ 
tification  to  address  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager*  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 

Record  source  categories:  The  information  is  obtained  from  indi¬ 
viduals  involved  in  the  accident,  and  by  investigation  by  the  individ¬ 
ual’s  supervisors.  Management  obtains  the  information  through  inves¬ 
tigation. 
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DOT/FHWA  211. 

Systeai  Mame:  Motor  Carrier  Accident  File  •  Property  and  Passen¬ 
ger.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

400  7th  Street,  SW, 

Washington,  E>C  20590. 

(Hard  copy  is  located  in  Room  4432-Magnetic  tape  storage  is 
located  in  Room  2401.) 

Hard  copy  is  also  stored  in  the  Federal  Records  Center. 

Categories  of  individuals  covered  by  the  system:  Accidents  reported 
by  motor  carriers  of  passengers  and  property. 

Categories  of  records  in  the  system:  Motor  Carrier  Accident 
Report  Form. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compilation  of  data 
concerning  accident  frequency  and  causation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Hard  copy  and  magnetic  tape. 

Retrievability:  Indexed  by  carrier  name  or  driver’s  name. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Retained  indefinitely  •  continuing  data 
reference  for  comparison  purposes. 

System  manager(s)  and  address: 

Chief,  Data  Quality  Branch,  Department  of  Transportation, 
Federal  Highway  Administration, 

Office  of  Highway  Safety, 

Accident  Analysis  Division, 

400  7th  Street,  SW,  Room  3409, 

Washington,  DC  20590. 

Notiffcation  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Information  available  upon  request  to 
Chief,  Accident  Analysis  Branch,  Regulations  Division  at  the  address 
in  ‘System  Manager'  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 

Record  source  categories:  Information  supplied  by  motor  carrier. 

DOT/FHWA  212. 

System  name:  Medals  of  Honor  File.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

Bureau  of  Motor  Carrier  Safety, 

Operations  Division, 

400  7th  Street,  SW,  Room  3408, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Nominees  and 
recipients  of  Presidential  Medals  of  Honor  for  Lifesaving  on  High¬ 
ways. 

Categories  of  records  in  the  system:  Description  of  incidents,  In¬ 
vestigator’s  report,  and  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determination  of  applica¬ 
bility  of  Medals  of  Honor  criteria,  background  information  for  prepa¬ 
ration  of  Medal  presentation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folder,  one  file  drawer. 

Retrievability:  Indexed  by  name  of  nominee/recipient. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Approximately  two  years  retention  after 
presentation  or  denial. 

System  manager(s)  and  address:  Chief,  Operations  Division, 
Department  of  Transportation, 

Federal  Highway  Administration, 

Bureau  of  Motor  Carrier  Safety, 

400  7th  Street,  SW,  Room  3408, 

Washington,  DC  20590. 

Notificatioa  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager*  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 

Record  source  categories:  Medal  of  Honor  Nomination. 


DOT/FHWA  213. 

System  name:  Driver  Waiver  File.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOTX 
Federal  Highway  Administration  (FHWA), 

Bureau  of  Motor  Carrier  Safety, 

Regulations  Division, 

Driver  Requirements  Branch, 

400  7th  Street,  SW,  Room  3404, 

^  Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Operators  of  inter¬ 
state  commercial  vehicles  transporting  certain  commodities. 

Categories  of  records  in  the  system:  Application  for  waiver  (usual¬ 
ly  involving  physical  disability). 

Final  disposition  of  request  for  waiver. 

Waiver  renewal. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  such  uses:  Control  of  physically 
impaired  operators  of  commercial  motor  vehicles. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folder,  entire  file  cabinet. 

Retrievability:  Information  retained  by  name. 

Safeguards:  File  is  classified  as  non-confidential.  Accessible  to 
certain  employees  of  Regulations  Division,  Bureau  of  Motor  Carrier 
Safety.  * 

Retention  and  disposal:  Files  are  retained  while  waiver  is  active. 
Inactive  waiver  files  are  purged  each  year. 

System  manageris)  and  address:  Chief,  Driver  Requirements 
Branch, 

Department  of  Transportation, 

Federal  Highway  Administration, 

Bureau  of  Motor  Carrier  Safety, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Requests  for  information  should  be 
made  in  writing  to  Chief,  Driver  Requirements  Branch  at  the  address 
in  ‘System  Manager*  above,  giving  name  of  individual. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 

Record  source  categories:  Information  obtained  from  Application 
for  Waiver  or  Waiver  Renewal. 

DOT/FHWA  215. 

System  name:  Travel  Advance  File.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

Office  of  Fiscal  Services, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

All  FHWA  Regional  Offices  (See  49  CFR  Part  7  Appendix  D 
for  addresses). 

Categories  of  individuals  covered  by  the  system:  Recipients  of 
travel  advances. 

Categories  of  records  in  the  system:  Record  of  travel  advances  and 
repayments. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  repayment  of 
travel  advances. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  on  a  5  x  8  inch  form. 

RetrievabilHy:  Indexed  by  name. 

Safeguards:  Records  are  maintained  in  a  locked  file. 

Retention  and  disposal:  Schedule  9,  Travel  and  Transportation 
Records,  of  the  General  Records  Schedules  (FPMR  101-11.4). 

System  manageris)  and  address:  Chief,  Voucher  Review  ft  Dis¬ 
bursement  Section, 

Department  of  Transportation, 

Federal  Highway  Administration, 

Office  of  Fiscal  Services, 

00  7th  Street,  SW, 

Washington,  DC  20590. 
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Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

DOT/FHWA  216. 

System  name:  Travel  Voucher  -  Change  of  Duty  Station.  DOT/ 
FHWA: 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

Office  of  Fiscal  Services, 

400  7th  Street,  SW  , 

Washington,  1^  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  reim¬ 
bursed  for  change  of  duty  station  travel. 

Categories  of  records  in  the  system:  Record  of  travel  expenses 
claimed  for  change  of  duty  station. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Record  of  travel  expenses 
for  change  of  duty  station. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  on  a  8  x  10  inch  form. 

Rctrievability:  Indexed  by  name. 

Safeguards:  Supervised  by  the  Chief,  Voucher  Review  &  Dis¬ 
bursements  Section. 

Retention  and  disposal:  Schedule  9,  Travel  and  Transportation 
Records,  of  the  General  Records  Schedules  (FPMR  101-11.4). 

System  manager(s)  and  address:  Chief,  Voucher  Review  &  Dis¬ 
bursements  Section, 

Department  of  Transportation, 

Federal  Highway  Administration, 

Office  of  Fiscal  Services, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  in  ‘System  Manager'  above. 

Recwd  access  procedures:  Same  as  in  ‘System  Manager'  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager'  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

DOT/FHWA  217. 

System  name:  Accounts  Receivable.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWA), 

Office  of  Fiscal  Services, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  indebt¬ 
ed  to  the  Federal  Highway  Administration. 

Categories  of  records  in  the  system:  Amount  of  indebtedness. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  accounts 
receivable. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  indexed  loose-leaf  book. 

Retrievability:  By  name. 

Safeguards:  Supervised  by  Chief,  General  Ledger  and  Funds  Con¬ 
trol  Section. 

Retention  and  disposal:  Schedule  7,  Expenditure  Accounting  Rec¬ 
ords,  of  General  Records  Schedules  (FPMR-101-11.4). 

System  manageris)  and  address:  Chief,  General  Ledger  &  Funds 
Control  Section, 

Department  of  Transportation, 

Federal  Highway  Administration, 

Office  of  Fiscal  Services, 

400  7th  Street,  SW. 

Washington,  DC  20590. 

Notification  procedure:  Same  as  in  ‘System  Manager'  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager'  above. 


Contesting  record  procedures:  Same  as  in  *System  Manager*  above. 
Record  source  categories:  Employer. 

DOT/FHWA  219. 

System  name:  Employee  Utilization  (monthly  report).  DOT/FHWA. 
System  location:  Department  of  Transportation,  ■ 

Federal  Highway  Administration, 

Data  Systems  Division, 

400  7th  Street,  SW.  Room  2410, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  All  computer 
programmers  and  systems  analysts  in  the  Data  Systems  Division 
(DSD),  FHWA. 

Categories  of  records  in  the  system:  WcMrking  file  (internal). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Basis  for  reimbursable 
charges  for  services  to  other  organizational  elements  (computer  pro¬ 
gram  maintenance  and/or  development). 

Basis  for  Planning  Staff  projections  of  current  and  future 
workloads;  estimates,  etc. 

Can  be  used  to  evaluate  employee  proficiency  and  productivity. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Computer  printouts  and  magnetic  tape. 

Retrievability:  Organization,  two  digit  employee  numbers.  Project 
#,  operation  code,  date. 

Safeguards:  Secure  building. 

Retention  and  disposal:  Magnetically  recorded  data  is  erased  on  a 
quarterly  basis. 

Printouts  are  usually  destroyed  on  a  monthly  or  quarterly  basis. 
One  complete  historical  printout  is  retained  by  the  planning  staff 
for  long  range  reference. 

System  manager(s)  and  address:  Chief,  Data  System  Division, 
Department  of  Transportation, 

Federal  Highway  Administration, 

400  7th  Street,  SW,  Room  2418, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager'  above. 
Contesting  record  procedures:  Same  as  in  ‘System  Manager'  above. 
Record  source  categories:  Data  Systems  Division  computer  pro¬ 
grammers  and  system  analysts  provide  this  information  on  a  weekly 
basis  -  accounting  for  their  various  work  activities  plus  leave,  train¬ 
ing,  etc. 

DOT/FHWA  220. 

System  name:  Payroll  Administration.  DOT/FHWA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Highway  Administration  (FHWAX 
FHWA  Region  10, 

Office  of  F^eral  Highway  Projects, 

610  E.  Fifth  Street, 

Vancouver,  WA  98661. 

FHWA  Region  8, 

555  Zang  Street, 

P.O.  Box  25246, 

Denver,  CO  80225. 

Office  of  Fiscal  Services, 

400  7th  Street,  SW, 

Washington,  1^  20590. 

Categories  of  individuals  covered  by  tbc  system:  Employees  of  the 
following  Headquarters  Elements: 

Department  of  Transportation. 

Federal  Highway  Administration. 

Office  of  the  Secretary  of  Transportation. 

Federal  Railroad  Administration. 

National  Highway  Traffic  Safety  Administration. 

Urban  Mass  Transportation  Administration. 

Also: 

FHWA  employees  in  Regions  8  and  10. 

Employees  of  the  Nation^  Transportation  Safety  Board. 
Categories  of  records  in  the  system:  Contains  all  data  relative  to 
payrolling  employees.  Includes  time,  attendance,  leave,  gross  pay  and 
payroll  deduction  records. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Payrolling  and  Leave 
Administration. 

The  puipose  of  each  use  of  categories  of  records  within  the 
DOT/FHWA  Payroll  Administration  is  to  enable  the 
administration  of  the  payroll  function  and  related  financial 
matters  in  accordance  with  applicable  laws  and  regulations 
and  to  comply  with  the  requirements  of  the  Comptroller 
General. 

System  Uses: 

1.  For  transmittal  of  data  to  U.S.  Treasury  to  effect  issuance  of 
paychecks  to  employees  and  distribution  of  pay  according  to 
employee  directions  for  savings  bonds,  allotments,  financial 
institutions  and  other  authorized  purposes. 

2.  For  reporting  tax  withholding  to  Internal  Revenue  Service 
and  appropriate  state  and  local  taxing  authoritites. 

3.  For  FICA  deductions  to  the  Social  Security  Administration. 

4.  For  dues  deductions  to  labor  unions. 

5.  For  withholdings  for  Health  Insurance,  Retirement  and 
Federal  Employees  Group  Life  Insurance  to  the  U.S.  Civil 
Service  Commission. 

6.  For  charity  contribution  deductions  to  agents  of  charitable 
institutions. 

7.  For  annual  W-2  statements  to  appropriate  taxing  authoritites 
and  the  individual. 

8.  For  providing  a  permanent  record  of  actions  taken  pertinent 
to  the  admini-  stration  of  pay,  leave  and  allowances. 

9.  For  any  of  the  routine  uses  specified  in  the  Prefatory 
Statement. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  Folders. 

Retrievability:  By  name. 

Safeguards:  Supervised  by  Chief,  Payroll  &  Employee  Records 
Section. 

Retention  and  disposal:  Schedule  2  of  General  Records  Schedules 
Payrolling  and  Pay  Administration  Records  (FPMR  101-11.4). 

System  manageKs)  and  address:  Chief,  Payroll  &  Employee  Rec¬ 
ords  Section, 

Department  of  Transportation, 

Federal  Highway  Administration, 

Office  of  Fiscal  Services, 

400  7th  Street.  SW, 

Washington,  I^  20590. 

Appropriate  Finance  Officer  in  FHWA  Region  8  or  10. 

Notiflcation  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager*  above. 

Contesting  record  procedures:  Same  as  in  ‘System  Manager*  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  Office  of  Personnel  and  Training,  Federal,  State  and  City  Tax 
Regulations. 

DOT/FHWA  221. 

System  name:  Panel  for  the  Santa  Monica  Demonstration  Project. 

System  location:  Held  by  Market  Facts,  Inc., 

100  So.  Wacker  Dr., 

Chicago,  IL  60606, 

for  the  Urban  Planning  Division, 

Federal  Highway  Administration, 

Department  of  Transportation, 

400  7th  Street.  SW, 

Washington.  DC  20590. 

Categories  of  individuals  covered  by  the  system:  A  random  sample 
of  residents  from  the  Los  Angeles  area. 

Categories  of  records  in  the  system:  Names,  addresses  and  tele¬ 
phone  numbers  are  located  on  the  questionnaire.  Information  from 
the  questionnaire  is  stored  on  magnetic  tape  and  can  be  accessed  by 
an  identifying  number  (interview  number).  A  list  of  names,  addresses 
and  phone  numbers  associated  with  the  interview  number  are  sepa¬ 
rately  filed.  The  questionnaire  contains  information  regarding: 
Transportation  commute  patterns,  frequency  of  mode  use,  trip 
characteristics,  and  satisfaction  with  various  ways  of  traveling. 
Perceptions  and  importance  ratings  of  modal  attributes;  tradeoff 
data  on  required  service  levels. 

Intentions  to  alter  commuting  behavior  in  response  to  various 
transiwrtation  system  modifications. 

Perceptions  of  service  changes  based  on  transportation 
management  actions. 


Perceived  similarity  of  transportation  modifications. 
Sociodemographic  information,  e.g.,  age,  race,  income,  sex, 
children. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Names  are  associated  with 
the  interview  numl^rs  after  interviews  are  recorded.  Information 
from  the  questionnaire  is  analyzed  statistically  without  reference  to 
any  specific  individual.  The  Urban  Planning  Division  will  use  the 
data  obtained  from  the  surveys  in  the  development  of  mode  choice 
models,  to  assess  transportation  system  modifications  and  to  calibrate 
systematically  induced  mode  shift  models.  Both  the  statistical  analy¬ 
ses  and  statistical  data  will  be  made  available  to  interested  administra¬ 
tors  in  the  Department  of  Transportation,  Department  of  Energy  as 
well  as  to  the  California  State  Department  of  Transportation  and  the 
Southern  California  Association  of  Governments.  Other  researchers 
interested  in  the  Santa  Monica  transportation  system  management 
evaluation  will  also  be  given  access  to  purely  statistical  information. 
Names,  addresses  and  telephone  numbers  are  retained  for  the  sole 
purpose  of  locating  the  sample  to  be  re-interviewed  a  second  time. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  questionnaire  is  stored  in  a  locked  file  cabinet  in  the 
Chicago  Office  of  Market  Facts,  Inc.  Two  individuals  have  keys  to 
the  cabinet,  Mr.  Frank  Griffiths,  V.P.  of  Market  Facts,  and  Mr.  Bob 
Kranz,  project  analyst.  There  are  three  complete  copies  of  the  master 
list  with  names,  and  addresses  and  phone  numbers;  one  is  held  by  the 
field  supervisor  in  Los  Angeles,  one  by  Mr.  Bob  Kranz,  and  by  Mr. 
Frank  Griffiths.  The  names  and  addresses  were  placed  on  labels  to  be 
attached  to  the  questionnaires,  under  the  supprvision  of  Mr.  Frank 
Griffiths.  No  additional  copies  are  to  be  made  without  approval  of 
the  Urban  Planning  Division,  DOT.  Magnetic  tapes  are  stored  in  the 
tape  libraries  at  Market  Facts,  Inc.,  and  at  the  Department  of  Trans¬ 
portation.  Again  data  from  the  tape  can  only  be  identified  with  an 
individual  when  the  interview  number  is  matched  against  a  master 
list. 

Retrievability:  Questionnaire  information  is  stored  on  tape  and  is 
retrievable  only  through  and  identifying  number  (Interview  number). 
This  must  be  match^  with  a  list  of  interview  numbers  if  it  is 
necessary  to  associate  with  names.  The  questionnu  res  themselves  can 
be  accessed  from  the  files  only  under  the  supervision  of  Mr.  Frank 
Griffiths. 

Safeguards:  All  identifying  materials  are  under  lock;  only  two 
individuals  directly  working  on  the  project  have  keys  to  the  files;  a 
guard  is  on  duty  24  hours  a  day.  The  list  which  assign  names  to 
interview  numbers  is  kept  separately  from  the  data  stored  on  tape. 

Retention  and  disposal:  The  record  list  of  names  and  interview 
numbers  will  be  retained  until  Phase  II  interviewing  and  coding  is 
completed.  The  questionnaire  will  be  kept  in  locked-storage  for  three 
years  to  ensure  accessibility  if  significant  errors  in  transcription  were 
to  be  determined. 

System  manageKs)  and  address:  Mary  Lynn  Tischer 
HHP-22, 

Urban  Planning  Division, 

FHWA,  . 

DOT, 

400  7th  Street,  SW, 

Washington,  1^  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records. 

Record  source  categories:  Private  list  with  no  transmission  expect¬ 
ed. 

DOT/FHWA  222 

System  name:  Survey  Assessing  the  Long-Term  Effects  of  Reloca¬ 
tion  on  Low-Income  Groups 

System  location:  Associate  Consultants,  Inc. 

624  E  Street,  NW. 

Washington,  D.C.  20004  For  the  Federal  Highway 
Administration,  Socio-Economic  Studies  Division,  HPP-40 

Categories  of  individuals  covered  by  the  system:  Selected  heads  of 
low-income  households  displaced  by  highway  construction.  Fifty  to 
seventy-five  respondents  will  be  interviewed  from  each  of  the  follow¬ 
ing  highway  relocation  sites:  Baltimore,  Maryland;  Wheeling,  West 
Virginia;  St.  Petersburg,  Florida;  and  Los  Angeles,  California. 
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Categories  of  records  ia  the  system:  Information  concerning  the 
physical  characteristics  of  the  respondents*  residences  prior  to  and 
after  relocation,  payments  for  mortgages  or  rents  and  utilities,  ade¬ 
quacy  of  community  services,  respondents’  opinions  of  the  relocation 
program,  and  sociodemographic  information  (e.g.,  age,  race,  income, 
sex,  number  of  workers  in  household,  transportation  utilized,  number 
of  children). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Relocation  Assist¬ 
ance  Division  of  the  Federal  Highway  Administration  will  use  the 
conclusions  drawn  from  the  survey  to:  1)  Analyze  the  longer  term 
effects  of  relocation  on  low-income  families  who  were  relocated  due 
to  highway  projects  under  provisions  of  the  1970  Relocation  Assist¬ 
ance  Act;  2)  Evaluate  the  long-term  effectiveness  of  the  Highway 
Relocation  Programs  in  relocating  displaced  low-income  families 
with  a  minimum  of  harm  to  their  social  and  economic  well-being; 
and  3)  Recommend  changes  in  the  relocation  pro^am  to  minimize 
long-term  transition  problems  of  low  income  families  due  to  reloca¬ 
tion.  State  highway  agencies  may  also  use  conclusions  drawn  from 
this  study  to  modify  the  administration  of  their  relocation  programs. 
See  also  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape 

Retrievability:  Serial  number  assigned  to  individual  respondent. 

Retrievability:  a)  Interviewers  will  keep  respondent  identifiers  and 
information  collected  completely  confidential  b)  Survey  instruments 
containing  respondent  identifiers  will  be  stored  in  lock^  cabinets  or 
a  locked  room  c)  Respondent  identifiers  will  not  be  on  the  magnetic 
tape  containing  responses  from  the  interviews  d)  Upon  completion  of 
the  pilot  study,  the  list  of  respondent  identifiers  will  be  destroyed. 

Retention  and  disposal:  The  list  of  respondent  identifiers  (names, 
addresses,  and  telephone  numbers)  will  be  retained  until  Phase  11 
interviewing  and  coding  is  completed.  The  survey  instruments  and 
list  of  respondent  identifiers  will  be  destroyed  upon  completion  of 
Phase  II  of  the  study.  Statistical  records  of  the  questionnaire  re¬ 
sponses  will  be  kept  on  tape  and  after  completion  of  the  main  survey 
will  be  turned  over  to  the  Contract  Technical  Manager. 

System  manageris)  and  address:  Sociologist  (Contract  Technical 
Manager) 

Socio-Economic  Studies  Division  (HPP-40) 

Office  of  Program  and  Policy  Planning 
Federal  Highway  Administration 
Room  3327,  400  7th  Street,  SW. 

Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  System  Manager. 

Contesting  record  procednres:  All  of  the  information  in  the  survey 
will  be  supplied  by  the  individual  respondents. 

DOT/FRA  100. 

System  name:  Alaska  Railroad  Examination  of  Operating  Personnel. 
DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FR.A), 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  99510. 

eateries  of  individuals  covered  by  the  system:  Alaska  Railroad 
operating  employees. 

Categories  of  records  in  the  system:  Examination  papers  on  rules 
and  safety  practices. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determination  of  employ¬ 
ees  understanding  of  safety  practices  and  rules  of  the  Alaska  Rail¬ 
road. 

Qualification  for  employment.  , 

Review  for  promotion. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Kept  under  lock  and  key. 

Only  authorized  Alaska  Railroad  officials  can  handle  the 
examinations. 

Retrievability:  By  name. 


Safeguards:  Access  to  examinations  limited  to  Alaska  Railroad 
officials  only. 

Retention  and  disposal:  Examinations  kept  during  employment  of 
individual  with  Alaska  Railroaad;  upon  termination,  dispos^  of  by 
destruction  by  either  burning  or  shredding. 

System  managerfs)  and  address:  Operations  Officer, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  995 10. 

Notification  procedure:  Individuals  may  request  from  the  System 
Manager  whether  or  not  this  system  of  records  pertains  to  him. 

Record  access  procedures:  The  System  Manager  may  allow  an 
individual  to  review  his  score  on  the  examination. 

Contesting  record  procedures:  Contest  of  these  records,  if  appropri¬ 
ate,  is  through  the  System  Manager. 

Record  source  categories:  Official  examination  papers. 

Systems  exempted  from  certain  provisions  of  the  act:  This  system  is 
exempted  under  Section  552a(K)6,  ‘testing  or  examination  material 
used  solely  to  determine  individual  qualifications  for  appointment  or 
promotion  in  the  Federal  Service  the  disclosure  of  which  would 
compromise  the  objectivity  or  fairness  of  the  testing  or  examination 
process.* 

DOT/FRA  101. 

System  name:  Alaska  Railroad  Personnel  and  Pay  Management  In¬ 
formation  System.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  995 10. 

Categories  of  individuals  covered  by  the  system:  Ala.ska  Railroad 
officials  and  employees. 

Categories  of  records  in  the  system:  Time,  attendance  and  leave. 
Payroll  data. 

Payroll  computation  and  history. 

Personnel  records. 

Personnel  Management  Records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Status  Reports. 
Personnel  Strength  Reports. 

Payroll  computation  and  related  reports. 

Record  of  leave  accrued  and  used. 

Labor  distribution  and  accounting  reports. 

Personnel  management  and  budget  reports. 

Reports  to  Internal  Revenue  Service  (IRS),  U.S.  Treasury,  Civil 
^rvice  Commission  (CSC),  etc. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Integrated  data  based  on  mag-tape. 

Retrievability:  By  Name  or  I.D.  Number. 

Safeguards:  Access  to  the  data  base  is  limited  to  computer  pro¬ 
grams.  Outputs  from  computer  programs  are  disclosed  only  to  em¬ 
ployees  or  ofHcials  in  discharge  of  their  ofheial  duties.  Primary 
control  is  achieved  through  a  separation  of  functions  wherein  no  one 
person  is  resf^nsible  for  the  input  processing  and  auditing  of  any 
given  transaction. 

Retention  and  disposal:  Individual  records  are  deleted  from  the 
automated  data  base  at  the  end  of  the  calendar  year  in  which  Alaska 
Railroad  employment  is  terminated.  Input  document  and  printed  out¬ 
puts  are  disposed  of  by  burning  or  shredding  or  transfer  to  a  records 
center  in  accordance  with  established  records  disposition  schedules. 

System  manageris)  and  address:  General  Manager, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  99510. 

Notification  procedure:  The  individual  who  feels  that  this  system 
of  records  pertains  to  him  may  present  himself  to  the  General  Man¬ 
ager,  The  Alaska  Railroad  requesting  confirmation. 

Record  access  procedures:  Contact  the  system  manager  for  access. 

Contesting  record  procedures:  In  case  of  contest  employee  is  in¬ 
structed  to  first  contact  the  immediate  supervisor.  Procedures  are 
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esublished  which  permit  an  employee  to  pursue  an  apped  to  the 
General  Manager,  The  Alaska  R^road,  then  to  the  U.S.  Civil  Serv¬ 
ice  Commission. 

Record  source  categories:  OfTicial  Personnel  Folders. 

Time,  attendance  and  leave  records. 

Organizational  code  structure. 

Computations  and  historical  record  of  pay. 

bOT/FRA  102. 

System  name:  Alaska  Railroad  Security  and  Freight  Claims  Investi¬ 
gatory  Files.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  99S10. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Alaska  Railroad. 

Categories  of  records  in  the  system:  Investigatory  files. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  routine  investiga¬ 
tory  work  for  the  DOT/Alaska  Railroad  Security  and  Freight 
Claims  division. 

Review  by  General  Manager  or  his  designee. 

Review  by  General  Counsel,  Alaska  Railroad. 

May  be  forwarded  to  U.S.  Attorney  to  assist  in  prosecution 
where  warranted. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Locked  in  fire  class  C  Safe  with  combination  lock. 
RetrievabiUty:  By  name. 

Safeguards: '  In  addition  to  the  combination  safe  only  two  officials 
of  the  railroad  maintain  the  combination. 

Retention  and  disposal:  Records  are  maintained  in  the  official  safe 
for  two  years,  then  transferred  to  secured  holding  area  for  two  years 
and  then  destroyed  by  burning  or  shredding. 

System  manageKs)  and  address:  Chief,  Security  and  Claims, 
Department  of  Transportation, 

Federal  Railroad  Administration, 

The  Alaska  Railroad, 

Pouch  7-2111, 

Anchorage,  Alaska  99510. 

Notification  procedure:  Individual  may  confirm  through  the 
System  Manager  whether  or  not  the  System  contains  records  on  him 
or  her. 

Record  access  procedures:  Access  of  records  requires  the  individu¬ 
al  to  contact  in  person  or  in  writing  the  System  Manager.  The 
records  in  this  system  are  exempted  by  Section  SS2(kX2)  if  investiga¬ 
tory  matter  is  being  pursued  in  a  court  case. 

Contesting  record  procedures:  However,  contest  procedures 
through  the  System  Manager  and  the  the  General  Manager  are 
available  if  the  investigatory  files  are  maintained  for  general  pur¬ 
poses.  Confidentiality  of  sources  will  be  maintained. 

Record  source  categories:  Personal  information  provided  by  indi¬ 
vidual. 

Confidential  Statements. 

Photographs. 

Systems  exempted  from  certain  provisions  of  the  act:  This  system  of 
records  is  exempted  under  Section  SS2a(I)  (2);  ‘investigatory  material 
compiled  for  law  enforcement  purposes  other  than  material  within 
the  scope  of  subsection  (jX2)  of  this  section:  Provided,  however,  that 
if  any  individual  is  denied  any  right,  privilege,  or  benefit  that  he 
would  otherwise  be  entitled  by  Federal  Law,  or  for  which  he  would 
otherwise  be  eligible,  as  a  result  of  the  maintenance  of  such  material, 
such  material  shall  be  provided  to  such  individual,  except  to  the 
extent  that  the  disclosure  of  such  material  would  reveal  the  identity 
of  a  source  who  furnished  information  to  the  Government  under  an 
express  promise  that  the  identity  of  the  source  would  be  held  in 
confidence,  or  prior  to  the  effective  date  of  this  section,  under  an 
implied  promise  that  the  identity  of  the  source  would  be  held  in 
confidence.* 

DOT/FRA  103. 

System  name:  Application  for  Operator’s  (Vehicle)  Identification 
Card.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration, 


Office  of  Administrative  Operations,  RAD-40, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Cathodes  of  individuals  covered  by  the  system:  FRA  employees 
applying  for  GSA  motor  vehicle  operator  license. 

Categories  of  records  in  the  system:  Applications  for  motor  vehicle 
operator  license. 

Physical  fitness  inquiry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  issue  operator’s 
license. 

Ensure  applicants  meet  requirements. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Copies  of  basic  documents. 

RetrievabiUty:  By  name. 

^eguards:  Kept  in  file  drawer.  ' ' 

Retention  and  disposal:  Retained  for  three  years.  Disposal  by 
shredding  or  burning. 

System  manager(s)  and  address:  Acting  Director,  Office  of  Admin¬ 
istrative  Operations,  RAD-40, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  System 
Manager  either  in  person  or  in  writing. 

Record  access  procedures:  Access  of  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  System  Manager. 

Contesting  record  procures:  Constest  of  a  record  is  also  through 
the  System  Manager,  if  resolvement  is  not  possible  through  the 
System  Manager  an  appeal  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Conounsel  as  follows: 
Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Record  source  categories:  Applications  received  from  individuals 
for  operator’s  license. 

Physical  fitness  inquiry  completed  by  applicant  and  signed  by 
physician. 

DOT/FRA  104. 

System  name:  Confidential  Statement  of  Employment  and  Financial 
Interest.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  5101, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  FRA  Permanent 
Employees  GS-13  and  above,  supervisors  and  procurement  person¬ 
nel. 

Categories  of  records  in  the  system:  Standard  Form  on  Employ¬ 
ment  and  Financial  Interest. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  of  Financial 
Interest  to  Employment. 

Administrative  References. 

See  Prefatory  Statement  of  General  Routine  Uses. 

PoUcies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  All  records  are  maintained  on  standard  form  in  a  locked 
file  cabinet  located  in  the  Chief  Counsel’s  Office. 

RetrievabiUty:  Records  are  indexed  by  name. 

Safeguards:  Physical  security  consists  of  locked  file  cabinet;  rec¬ 
ords  provided  to  individuals  only  after  physical  screening.  - 
Retention  and  disposal:  Records  are  maintained  for  a  one  year 
period.  Upon  receipt  of  new  statements  old  records  are  removed  and 
destroyed. 

System  manageKs)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

Federal  Railroad  Administration, 
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Office  of  Chief  Counsel, 

400  7th  Street,  SW,  Room  5101, 

Washington,  DC  20590. 

Notification  procedure:  Requests  for  information  about  this  system 
should  be  addressed  to  the  System  Manager  either  in  person  or  in 
writing.  Prior  employees  must  provide  notarized  signature  or  provide 
valid  social  security  number. 

Record  access  procedures:  Access  to  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  System  Manager. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  System  Manager.  If  a  change  is  valid  after  agency  review  it  will 
be  made  as  requested. 

Record  source  categories:  Infprmation  is  provided  by  the  individu¬ 
al  on  Standard  Form  DOT  F  3700.1,  Confidential  Statement  of 
Employment  and  Financial  Interest. 

DOT/FRA  105. 

System  name:  Employee  Travel  Records.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Office  of  Administrative  Operations,  RAD-40, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  All  FRA  employ¬ 
ees. 

Private  persons  issued  invitational  travel  orders  to  confer  on 
government  problems. 

Categories  of  records  in  the  system:  Travel  logs. 

Individual  travel  folders. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  back-up  to 
support  FRA  General  Accounting  Ledger. 

Analysis  of  travel  trends. 

See  ^efatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  file  drawer  secured  with  lock 
and  key. 

Retrievahility:  System  is  indexed  by  name. 

Safeguards:  Physical  security  maintained  by  secured  file  system. 
Individuals  requesting  individual  travel  folders  are  screened  by 
accounting  personnel. 

Retention  and  disposal:  Records  are  maintained  three  years  then 
forwarded  to  the  Federal  Records  Center. 

System  managerfs)  and  address:  Accounting  Officer, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Accounting  Division, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Requests  for  information  about  this  system 
should  be  addressed  to  the  System  Manager  either  in  person  or  in 
writing. 

Record  access  procedures:  Access  of  records  requires  the  individu¬ 
al  to  contact  in  person  or  in  writing  the  System  Manager. 

Contesting  record  procedures:  Initial  contest  of  qny  record  will  be 
with  the  System  Manager;  if  resolvement  at  this  level  is  not  satisfac¬ 
tory  the  individual  may  file  an  appeal  in  writing  with  the  Secretary 
of  Transportation  addressed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Individual  Travel  Vouchers. 

DOT/FRA  106. 

System  name:  Occupational  Safety  and  Health  Reporting  System. 
DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (HLA), 

Office  of  Administration, 

Office  of  Administrative  Operations,  RAD-40, 

400  7th  Street,  SW, 

Washington,  DC  20590. 


Categories  of  individuals  covered  by  the  system:  FRA  employees 
(injury-illnesses). 

FRA  employees  involved  in  government  property  accidents. 
Categories  of  records  in  the  system:  Federal  Occupational  Injuries 
and  Illnesses  Survey  (Standard  Form  OSH  A- 102). 

Departmental  Accident/Injury  Reports  DOT  Forms  3902.1-8. 
Routine  uses  of  records  maintained  in  the  system,  including  catego- 
-  ries  of  users  and  the  purposes  of  such  uses:  Maintain  accident  records 
per  departmental  orders. 

Provide  data  to  Office  of  the  Secretary. 

Develop  causative  trends. 

Use  for  corrective  accident  prevention. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  on  copies  of  basic  documents. 

Retrievahility:  By  name. 

Safeguards:  Physical  security  consists  of  file  drawer  with  data; 
records  provided  to  authorized  individuals  by  FRA  Safety  Manager 
after  physical  screening. 

Retention  and  disposal:  Records  are  retained  for  five  years.  Docu¬ 
ments  are  then  destroyed  by  shredding  or  burning. 

System  managerfs)  and  address:  FRA  Safety  Manager,  Department 
of  Transportation, 

Federal  Railroad  Administration, 

Office  of  Administration, 

Office  of  Administrative  Operations,  RAD-40, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  Systems 
Manager  either  in  person  or  in  writing.  If  written  the  individual  must 
provide  a  notariz^  signature,  or  provide  a  valid  social  security 
number. 

Record  access  procedures:  Access  to  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  System  Manager. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  System  Manager.  If  a  change  is  valid  after  System  Manager 
review  it  will  be  made  as  request^.  If  resolvement  is  not  possible  at 
this  level  an  appeal  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  as  follows: 

Department  of  Transpcu^tion, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Documents  provided  by  the  individual. 
DOT/FRA  100. 

System  name:  Office  of  Safety  Past  Employees  Files.  DOT/FRA. 
System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Office  of  Safety,  RSS-2, 

400  7th  Street,  SW, 

Washington,  DC  20590.  « 

Categories  of  individuals  covered  by  the  system:  Past  employees  of 
the  Office  of  Safety. 

Categories  of  records  in  the  system:  Personnel  information  pro¬ 
vided  from  Office  of  Safety  Personnel  Convenience  File. 

Standard  Form  7-B  listing  name,  salary,  position  title, 
organization,  etc. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provides  historical  reference  on  past  Office  of  Safety  employees. 
Verification  of  employment  of  past  employees. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Record  maintained  by  locked  conserv-a-file. 

Retrievahility:  By  name. 

Safeguards:  Physical  security  maintained  by  locked  conserv-a-file. 
Personnel  are  screened  by  Secretary,  Associate  Administrator  or 
Deputy  Administrator  to  insure  that  records  are  not  released 
to  unauthorized  personnel. 

Retention  and  disposal:  Record  maintained  current  at  all  times.  No 
disposal. 
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System  nuuuigerts)  and  address:  Deputy  Associate  Administrator 
for  Safety, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  Safety,  RRS-2, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Requests  for  information  about  this  system 
may  be  addressed  to  the  System  Manager  either  in  person  or  in 
writing. 

Record  access  procedures:  Access  of  records  requires  the  individu¬ 
al  to  contact  in  person  or  in  writing  the  System  Manager. 

Contesting  record  procedures:  Initial  contest  of  any  record  will  be 
with  the  System  Manager  if  resolvement  at  this  level  is  unsatisfac¬ 
tory.  The  individual  may  file  an  appeal  in  writing  with  the  Secretary 
of  Transportation  addressed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Standard  GSA, Forms,  SF-50,  SF-1126. 
DOT/FRA  112. 

System  name:  Personnel  and  Pay  Management  Information  System. 
DOT/FRA. 

System  location:  Department  of  Transportation  (DOTX 
Federal  Railroad  Administration  (FRA), 

Office  of  Personnel  and  Training,  RAD- 10, 

400  7th  Street,  SW,  Room  5406, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Federal  Railroad  Administration. 

Categories  of  records  in  the  system:  Payroll  data. 

Personnel  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Status  Reports. 
Personnel  Strength  Reports. 

Payroll  computations  and  related  reports. 

Personnel  Management  and  Budget  Reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Integrated  data  based  on  magnetic  tape,  reports  are  pre¬ 
pared  on  computer  readable  form. 

Retrievability:  By  name  or  I.D.  number. 

Safeguards:  Access  to  programs  limited  to  employees  or  officials 
of  the  Transportation  Computer  Center  (TCQ. 

Retention  and  disposal:  Individual  records  are  deleted  from  auto¬ 
mated  data  base  at  end  of  calendar  year  in  which  separation  occurs. 
Computer  readable  programs  are  destroyed  in  accordance  with 
established  intern^  procedures. 

System  manageKs)  and  address:  Director,  Office  of  Personnel  and 
Training,  RAD-10,  « 

Department  of  Transportation, 

Federal  Railroad  Administration, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Notification  procedure:  Any  individual  who  feels  that  this  system 
of  records  pertains  to  him  may  visit  or  write  the  System  Manager  at 
the  address  in  ‘System  Manager:  requesting  confirmation. 

Record  access  procedures:  Contact  the  System  Mananger  for 
access. 

Contesting  record  procedures:  Employee  should,  in  case  of  contest, 
contact  the  System  Manager.  Procedures  are  established  which 
permit  an  employee  to  pursue  appeal  through  agency  levels  to  U.S. 
Civil  Service  Commission. 

Record  source  categories:  Official  personnel  folders. 

Time,  attendance  and  leave  records. 

Organizational  code  structure. 

Computations  and  historical  records. 

DOT/FRA  113. 

System  name:  Regional  Personnel  Convenience  Files.  DOT/FRA. 
System  location:  Department  of  Transportation  (DOT), 

Region  2,  Federal  Railroad  Administration  (FRA), 


Independence  Building,  Room  1020, 

434  Walnut  Street, 

Philadelphia,  PA  19106. 

Region  3,  F^eral  Railroad  Administration, 

1568  Willingham  Drive,  > 

College  Park,  GA  30337. 

Region  4,  Federal  Railroad  Administration, 

536  South  Clark  Street, 

Chicago,  IL  60605. 

Region  5,  Federal  Railroad  Administration, 

819  Taylor  Street,  Room  11A23, 

Fort  Worth,  TX  76102. 

Region  6,  Federal  Railroad  Administration, 

450  Multnomah  Building, 

319  S.  W.  Pine  Street, 

Portland,  OR  97204. 

R^on  7,  Federal  Railroad  Administration, 

2  ^barcadero.  Suite  630, 

San  Francisco,  CA  94111. 

Region  8,  Federal  Railroad  Administration, 

911  Walnut  Street, 

Ksmsas  City,  MO  64106. 

Categories  of  individuals  covered  by  the  system:  Federal  Supervi¬ 
sory  Inspectors. 

Federal  Safety  Inspectors. 

Federal  clerical  personnel. 

Regional  Directors. 

Categories  of  records  in  the  system:  Standard  Form  52. 

Standard  Form  171. 

Performance  evaluations. 

Within  grade  increases. 

Travel  authority  and  vouchers. 

Use  of  Government-owned  vehicles  and  authority. 

Training  records. 

Payroll  and  leave  records. 

Copies  of  commendations  and  awards. 

Work  measurement  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  the  individual’s  use. 

Schedule  training. 

Statistics  to  recommend  personnel  actions. 

Administrative  reference  material. 

Budgetary  information  material. 

Technical  information  material. 

Work  territory  assignments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  from  copies  of  original  docu¬ 
ments. 

Retrievability:  The  system  is  indexed  by  name. 

Safeguards:  Physical  security  is  maintained  by  locked  file  cabinets. 
Any  individual  requesting  data  is  screened  by  the  Regional 
Director’s  secretary. 

Retention  and  disposal:  Personnel  records  are  retained  until  em¬ 
ployee  is  terminated,  retired,  or  transferred. 

Records  are  then  disposed  of  as  trash. 

Records  used  for  budgetary  purposes  are  retained  for  1  year 
then  disposed  of. 

System  managers)  and  address:  The  reqx^ble  System  Manager 
for  each  regional  system  is  the  Regional  Director.  The  location  is 
identical  to  those  previously  listed. 

Notification  procedure:  The  individual  may  present  himself  to  the 
Regional  Office  (Regional  Director)  to  inquire  about  whether  this 
system  of  records  applies  to  him  either  in  person  or  in  writing. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  will  be  at 
the  Region^d  level,  if  resolvement  is  not  satisfactory  to  the  individual 
at  that  level  an  appeal  may  be  field  in  writing  with  the  Secretary  of 
Transportation  addressed  as  follows: 

IDepartment  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Record  source  categories: 
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Informational  copies  provided  by  the  individual. 

Informational  copies  provided  by  Office  of  Personnel- 
Informational  copies  generated  by  on-going  work  programs. 

DOT/FRA  114. 

System  name:  Transportation  Test  Center  Employee  Service  Record 
File.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Transportation  Test  center, 

Pueblo,  CO  81001. 

Categories  of  individuals  covered  by  the  system:  Federal  employees 
of  the  Transportation  Test  Center. 

Categories  of  records  in  the  system:  Personal  data  submitted  by 
individuals. 

Personnel  actions. 

Training  data. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  of  personal  data 
on  SF  7. 

Computer  service  computations  dates. 

Review  performance  ratings. 

Follow-up  dates  for  within-g^e  pay  increases. 

Training  data  used  to  determine  training  needs. 

Awards  information. 

Used  to  prepare  manpower  and  budget  reports  and  requests. 

Used  in  preparing  requests  for  personnel  actions. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storagm  Service  records  are  maintained  by  a  clerk  during  working 
hours.  File  cabinet  is  secured  by  lock  during  non-duty  hours. 
Retrievability:  By  name. 

Safeguards:  Physical  Security  is  maintained  by  locked  file  cabinet. 
Physical  screening  is  insured  by  clerk  who  cannot  release 
records  without  approval. 

Retention  and  disposal:  Each  individual’s  service  record  is  main¬ 
tained  until  termination  of  employment.  After  termination  record  is 
maintained  for  one  year  and  then  destroyed. 

System  nuuiagerfs)  and  address: 

Director,  Transportation  Test  Center, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Transportation  Test  Center, 

Pueblo,  CO  81001. 

Notification  procedure:  The  individual  who  feels  that  this  system 
of  records  pertains  to  him  may  write  or  present  himself  to  the 
Director,  Transportation  Test  Center  (System  Manager)  requesting 
confirmation. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records,  if  appropri¬ 
ate,  may  be  settled  by  informal  communication.  If  this  is  unsatisfac¬ 
tory  to  the  individual,  the  person  may  file  an  appeal  in  writing  with 
the  Secretary  of  Transportation  addrnsed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

OfTice  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Information  supplied  by  employee. 
Personnel  actions,'  SF  SO. 

Evaluation  and  training  forms. 

Information  supplied  by  supervisors. 

DOT/FRA  115. 

System  name:  Travel  Advance  Records.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

OfTice  of  Administrative  Operations,  RAD-40, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  Individuals  covered  by  the  system:  All  FRA  employ- 

CCS. 

Private  persons  traveling  on  government  request. 

Categories  of  records  in  the  system:  Travel  Advance  Card. 


Routine  uses  of  records  maintained  in  the  system,  including  cate^- 
lies  of  users  and  the  purposes  of  such  uses:  Maintain  accounting 
records. 

Ensure  collection  of  amounts  due  to  the  U.S. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  drawer. 

Retrievability:  By  name. 

Safeguards:  Records  contrdlled  by  Accounting  Division  personnel. 

Retention  and  disposal:  Retained  three  years  then  forwarded  to 
Federal  Record  Center  with  other  accounting  records. 

System  managerfs)  and  address:  Accounting  OfBcer, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Accounting  Division, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Individuals  may  cont^t  the  System  Man¬ 
ager  to  confirm  whether  or  not  the  system  contains  a  record  on 
them. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Content  of  these  records  may  be 
settled  with  the  System  Manager.  If  this  is  unsatisfactory  to  the 
individual,  the  person  may  file  an  appeal  in  writing  with  the  Secre¬ 
tary  of  Transportation  addressed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

OfTice  of  the  Chief  Counsel, 

400  7th  Street.  SW, 

Washington,  DC  20590. 

Record  source  categories:  Travel  advance  card  signed  by  individu¬ 
al,  forwarded  to  Accounting  Division. 

DOT/FRA  116. 

System  name:  Work  Measurement  System.  DOT/FRA. 

System  location:  Department  of  Transportation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Associate  Administrator  for  Safety  (RRS-1), 

400  7th  Street,  SW,  Room  5418, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
the  Federal  Railroad  Administration. 

Categories  of  records  in  the  system:  Work  Measurement  Reports 
submitted  by  individuals. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Staffing  and  manpower  justifications. 

Budget  presentations. 

RAdew  of  performance  efficiency  and  effectiveness  to  FRA 
objectives. 

Reports  to  BLS,  JFMIP,  and  other  interested  productivity 
oriented  agencies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  (mag-tape). 

Retrievability:  By  payroll  identification  number. 

Safeguards:  Computer  safeguards  maintained  by  E)OT  Transporta¬ 
tion  programs  are  sensitive  file  retrieval  computer  systems. 

Retention  and  disposal:  Mag-tape  is  kept  for  5  years,  computer 
printouts  retained  2  years.  Disp^al  by  usual  disposal  methods. 

System  manageris)  and  address:  Associate  Administrator  for  Safety 
(RRS-1), 

Department  of  Transportation, 

Federal  Railroad  Administration, 

400  7th  Street,  SW,  Room  5418, 

Washington,  DC  20590. 

•  Notification  procedure:  Inquiries  may  be  addressed  to  the  System 
Manager  either  in  person  or  in  writing. 

Record  access  procedures:  Access  of  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  System  Manager. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  System  Manager.  If  resolvement  is  not  possible  through  the 
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System  Manager,  an  appeal  may  be  filed  in  writing  widi  the  Secre¬ 
tary  of  Transportation  addressed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Record  source  categories:  Input  from  FRA  employees  on  FRA 
Form  F  53,  Work  Measurement  Report. 

DOT/FRA  118. 

System  name:  Transportation  Test  Center  Cost  Tracking  System. 
DOT/FRA. 

System  location:  Department  of  Tran^rtation  (DOT), 

Federal  Railroad  Administration  (FRA), 

Transportation  Test  Center, 

Pueblo,  CO  81001. 

Categories  of  individuals  covered  by  the  system:  Operations  and 
Maintenance  (O&M)  contractor  employees. 

Categories  of  records  in  the  system:  Employee  weekly  time  cards. 
Employee  work  order  charges. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  individnars  use. 
Administrative  reference  material. 

Budgetary  information  material 
Technical  informatioc  material 

DOT/FRA  and  other  Government  agencies  that  need  Project/ 
Work  Order  Cost  Accounting  Data. 

Statistical  purposes  such  as  labor  utilization  assessment 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  O&M  contractor  employee  labor  distribution  records  are 
stored  on  magnetic  tape  files. 

Retrievability:  The  system  is  indexed  by  name  and  employee  clock 
number. 

Safeguards:  Primary  system  record  input  and  output  control  is 
assign^  to  the  Operations  and  Maintenance  Contractor  Accounting 
Office  which  functions  as  a  single  point  interface  with  data  process¬ 
ing  operations. 

Retention  and  disposal:  Employee  labor  distribution  records  are 
retained  in  fiscal  year  transaction  history  files  on  magnetic  tapes. 
Input  document  (employee  time  cards)  and  printed  output  are  dis¬ 
posed  of  after  three  years  from  termination  of  the  O&M  contract 

System  manageris)  and  address:  Director,  Transportation  Test 
Center, 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Pueblo,  CO  81001. 

Notification  procedure:  Any  individual  who  wishes  to  inquire 
about  whether  this  system  of  records  applies  to  him  may  request 
confirmation  from  the  System  Manager. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager  who  will  notify  the 
appropriate  O&M  Project  Manager. 

Contesting  record  procedures:  Contest  of  record  content  will  be 
with  the  System  Manager.  If  resolvement  at  this  level  is  not  satisfac¬ 
tory  the  individual  may  file  an  appeal  in  writing  with  the  Secretary 
of  Transportation  addressed  as  follows: 

Department  of  Transportation, 

Federal  Railroad  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  5101, 

Washington,  DC  20590. 

Record  source  categories:  Employee  time  cards. 

DOT/NHTSA  400. 

System  name:  National  Highway  Safety  Advisory  Committee  Mem¬ 
bership/Nominee  Files.  EX)T/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

400  7th  Street,  SW,  Room  5215-D,  / 

Washington,  1^  20590. 

Categories  of  individnals  covered  by  the  system:  Members,  past 
members,  and  nominees  for  membership  on  a  committee  dealing  with 
highway  safety. 


Categories  of  records  in  the  system:  Biographical  mfonnation  (date 
and  place  of  birth;  education;  current  and  past  experience). 
Appointment  papers  (oath;  withholding  form). 

Photograph. 

Travel  vouchers. 

Compensation  payment  forms. 

Miscellaneous  correspondence  from  and  to  members. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  Files  are  maintained  on 
members  and  nominees  for  use  in  specific  situations,  Le.,  bio^phical 
information  to  be  used  for  meetings,  conferences,  news  articles  when 
pertinent  and  when  needed  for  recommendations  for  membership  on 
committee. 

Used  only  by  support  staff  members. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Rle  folders. 

Retrievability:  By  individual  name. 

Safeguards:  Locked  files. 

*  Retention  and  disposal:  Records  are  stored  indefinitely. 

System  managerCs)  and  address:  Executive  Secretary, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW,  Room  5215, 

Washington,  I^  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Executive  Secretary, 

Privacy  Act  Coordinator, 

400  7th  Street,  SW,  Room  5217, 

Washington,  DC  20590. 

Record  access  procedures:  See  ‘Notification  Procedure*  above. 

Contesting  record  procedures:  See  ‘Notification  Procedure*  above. 

Record  source  categories:  All  information  has  been  obtained  from 
the  individual  upon  appointment  to  the  advisory  committee,  or,  in 
the  case  of  nominees,  on  that  individual’s  behalf  by  another  person  or 
organization. 

DOT/NHTSA  401. 

System  name:  Docket  System.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Informatics  Inc., 

6000  Executive  Boulevard, 

Rockville,  MD  20852. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  commented  on  notices  of  NHTSA  appearing  in  the  Federal 
Register. 

Authors  of  reports  which  are  added  to  the  docket  as  background 
information. 

Categories  of  records  in  the  system:  Summary  of  the  nature  of  the 
comment  or  the  report,  date  written  and  filed,  author  affiliation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  gather  information  on 
responses  to  rules  promulgated  by  NHTSA.  Users  are  both  NHTSA 
Stan  members  and  public. 

Other  uses  include  searching  for  background  data  on  standards, 
determining  areas  for  further  research,  and  preparation  for 
litigation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

RetrievabUity:  By  individual  name. 

Safeguards:  Records  are  maintained  in  a  Technical  Reference 
Library. 

Retention  and  disposal:  Indefinitely  held. 

System  managerfs)  and  address:  Chief,  Technical  Services  Divi¬ 
sion,  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems,  Room  4109, 

400  7th  Street,  SW, 

Washington,  Dc  20590. 

Notification  procedure:  Department  of  Transportation, 
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National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems, 

Technical  Reference  Branch, 

400  7th  Street,  SW,  Room  4109, 

Washington,  DC  20590. 

Record  access  procedures:  Same  as  'Notification  Procedure*  above. 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure' 
above. 

Record  source  categories:  From  letters  freely  sent  to  NHTSA  by 
the  public;  publications  used  by  engineers  in  writing  standards. 

DOT/NHTSA  402. 

System  name:  Highway  Safety  Literature  Personal  Author  File. 
DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Informatics  Inc., 

6000  Executive  Boulevard, 

Rockvifie,  MD  20832. 

Categories  of  individuals  covered  by  the  system:  Writers  of  techni¬ 
cal  articles  and  reports  who  have  authored  publications  selected  for 
inclusion  in  the  abstract  journal  Highway  Safety  Literature. 

Categoric  of  records  in  the  system:  Bibliographic  information 
giving  title  of  article,  book,  or  paper  written;  joum^  or  other  publi¬ 
cation  in  which  it  appears;  date  of  publication;  abstract. 

The  file  is  similar  in  nature  to  the  card  catalog  of  a  library. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Users  are  principally 
NHTSA  staff  members  and  their  contractors  who  require  literature 
searches  prior  to  performing  research. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievahility:  By  individual  name. 

Safeguards:  Records  are  stored  in  file  cabinets. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  Chief,  Technical  Services  Divi¬ 
sion, 

Department  of  Transportation, 

National  Highway  Traffic  S^ety  Administration, 

400  7th  Street,  SW,  Room  4109, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Technical  Reference  Branch, 

400  7th  Street,  SW,  Room  4109, 

Washington,  DC  20390. 

Record  access  procedures:  Same  as  ‘Notification  Procedure'  above. 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure' 
above. 

Record  source  categories:  Publications  related  to  highway  safety. 

DOT/NHTSA  403. 

System  name:  Active  Contract  Run.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  NHTSA  employ¬ 
ees. 

Categories  of  records  in  the  system:  List  of  names  of  contract 
specialists  and  contract  technical  managers  managing  active  NHTSA 
contracts  and  agreements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  routine  contract 
administration. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punch  cards. 

RetrievabiUty:  By  individual  name. 

Safeguards:  Records  are  maintained  in  a  secured  offfice. 

Retention  and  disposal:  Retained  for  life  of  contract;  destroyed 
when  no  longer  needed. 


System  manager(s)  and  address:  Director,  Office  of  Contracts  and 
Procurement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Contesting  record  procedures:  Department  of  Transportation, 
National  Hi^way  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Employee  job  assignments. 

DOT/NHTSA  404.  ^ 

System  name:  Alcohol  Projects.  DOT/NHTSA. 

System  location:  In  connection  with  the  Alcohol  Safety  Action 
Program  of  the: 

Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHT); 

Systems  of  records  are  maintained  at  various  locations,  as 
follows: 

ASAP  Staff  Office  and  ASAP  Probation, 

22nd  floor.  City  Hall, 

Kansas  City,  MO  64106. 

School  for  Alcohol  Safety, 

Greater  Kansas  City  Area  Safety  Council, 

714  East  12th  Street, 

Kansas  City,  MO  64106. 

Community  Alcohol  Programs, 

VFW  Building, 

406  East  34th  Street, 

Kansas  City,  MO  641 1 1. 

Kansas  City,  Missouri,  Police  Department, 

Computer  E)ivision, 

1 125  Locust  Street, 

Kansas  City,  MO  65 106.  The  following  offices  in  Sioux  City, 
Iowa  at  the  address  immediately  following:  ASAP  Police, 
Court  Service  Office,  Social  Science  Research  Center, 
Woodbury  County  Sheriffs  Office,  Siouxland  Council  on 
Alcoholism,  City  Data  Processing  Center,  County  Attorney. 
ASAP, 

Benson  Building, 

Rpom  246, 

Sioux  City,  lA  51101. 

Siouxland  Council  on  Alcoholisn), 

St.  Vincent  Hospital,  Room  210, 

Box  3168, 

Sioux  City,  lA  51102. 

Backup  Disk  File, 

Vault  m  Lewis  Hall, 

Momingside  College, 

Sioux  City,  lO  51106.  The  following  offices  in  Puerto  Rico: 
Courts  Administration,  Adult  Probation  Dept.,  Dept,  of 
Transportation  and  Public  Works,  Dept,  of  Alcohol  and  Drug 
Addiction,  Institute  of  Legal  Medicine,  Dept,  of  Health, 

Police  Dept. 

The  following  offices  in  Nassau  County,  New  York:  Nassau 
County  Police  Dept.,  Nassau  County  Traffic  Safety  Board, 
Nassau  County  Central  Traffic  Court,  N.Y.  Dept,  of  Motor 
Vehicles. 

Idaho  Traffic  Safety  Commission, 

Statehouse, 

Boise,  ID. 

Department  of  Motor  Vehicles, 

Columbus,  GA. 

Department  of  Motor  Vehicles, 

Richland  County,  SC. 

Department  of  Motor  Vehicles, 

Tampa,  FL. 

University  of  North  Carolina, 
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Highway  Safety  Research  Center  (HSRC), 

Chapel  Hill,  NC  27514. 

Alcohol  Safety  Action  Project, 

17  South  Second  Avenue,  Room  402, 

Phoenix,  AZ  85003. 

Management  Information  System, 

City  of  Phoenix, 

251  West  Washington  Street, 

Phoenix,  AZ  85003. 

Human  Factors  Laboratory, 

Department  of  Psychology, 

Old  Union  Building, 

University  of  South  Dakota, 

Vermillion,  SD  57069. 

City  Court  Rehabilitation-Probation  Center, 

17  South  Second  Avenue, 

Phoenix,  AZ  85003. 

Department  of  Highways, 

Division  of  Highway  Safety, 

Office  of  Alcohol-Driving  Countermeasures, 

4201  E.  Arkansas  Avenue, 

Denver,  CO  80222. 

Southwest  Research  Institute, 

Dept.  22, 

8500  Culebra  Road, 

P.O.  Drawer  285  l(i 
San  Antonio,  Texas  78284. 

Alcohol  Safety  Action  Project, 

140  Main  Plaza, 

San  Antonia,  TX  78205. 

McDonnell  Douglas  Automation  Company, 
Huntington  Beach,  CA. 

San  Antonio  Alcohol  Safety  Action  Project, 

Problem  Drinker  Evaluation  Center, 

200  Main  Plaza,  Suit  104, 

San  Antonio,  TX  78105. 

Corporate  Computer  Center, 

4100  Chain  Bridge  Road, 

Fairfax,  VA  22030 
Mississippi  State  University, 

Social  lienee  Research  Center, 

Mississippi  State,  MS  39762. 

Program  on  Alcohol  and  Drug  Abuse, 

66  ^uth  Street, 

Concord,  NH  03301. 

New  Hampshire  Alcohol  Safety  Action  Project, 

105  Loudon  Road, 

Concord,  NH  03301. 

Dunlap  and  Associates,  Inc., 

One  Parkland  Drive, 

Darien,  CT  06820. 

Hennepin  County  ASAP, 

625  Second  Avenue  South,  Room  404, 

Minneapolis,  MN  55402. 

STR  Project, 

1  la  Government  Center, 

Minneapolis,  MN  55402. 

Data  Processing, 

City  Hall, 

Stockton,  CA  95202. 

Bureau  of  Motor  Vehicle  Services, 

District  of  Columbia, 

Department  of  Transportation, 

301  C  Street,  NW, 

Washington,  DC  20001. 

ASAP  OfTices,  ^ 

142  High  Street, 

Portland,  ME  04101. 

ASAP, 

211  Congress  Street, 

Ninth  Floor, 

Boston,  MA  02110. 

Project  CRASH, 

Division  of  Alcohol  Services, 

ETepartment  of  Mental  Health, 

Waterbury,  VI  05676. 

Los  Angeles  County  Alchohol  Safety  Action  Project, 
311  South  Spring  Street,  Suite  700, 

Los  Angeles,  CA  90013. 

New  Orleans  ASAP, 

545  St.  Charles  Avenue,#302, 

New  Orleans,  LA  70130. 

Oklahoma  City  ASAP, 


Hightower  Building,  Suite  529, 

105  North  Hudson, 

Oklahoma  City,  OK  73102. 

Puerto  Rico  ASAP, 

Traffic  Safety  Commission, 

P.O.  Box  F.I., 

Santurce,  PR  00910. 

Categories  of  individuals  covered  by  the  system:  Vehicle  operators 
having  committed  alcohol-related  driving  violations. 

Categories  of  records  in  the  system:  DMV  records,  police  arrest 
and  citation  records,  court  and  probation  records,  various  official  and 
social  services  rehabilitation  records,  and  voluntary  personal  inter¬ 
views. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  to  evaluate  the  status  of  activities  within  a 
project,  including  the  status  of  different  groups  for  purposes  of 
subsequent  comparison  and  analysis,  such  as  recidivism  rates. 
Reports  and  management  information  are  compiled,  using 
statistical  and  comparative  analysis  of  the  records,  which  may 
be  released  to  relevant  authorities  mon-  itoring  the  progress  of 
the  project. 

Data  contained  in  these  systems  of  records  may  be  routinely 
distributed  to  the  lower  courts,police  departments,  public 
health  services,  probation  authorities,  or  juvenile  and 
rehabilitation  services  within  the  system  if  that  agency’s 
purpose  for  maintaining  the  records  is  compatible  with  the 
Project  usage. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punch-card,  disk,  paper  files,  magnetic  tape. 

Retrievability:  Individual  name,  ID  number,  social  security 

number.  I 

Safeguards:  Locked  file  cabinet,  code  and  restricted  access. 
Refbntion  and  disposal:  Two  years  after  project  termination. 

System  manageris)  and  address:  Chief,  Demonstration  Management 
Division, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Driver  and  Pedestrian  Programs, 

400  7th  Street,  SW,  Room  5130, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  Location. 

Record  access  procedures:  Letter  of  request  to  the  System  Man¬ 
ager  (see  address  above)  with  notarized  statement  as  to  personal 
identification. 

Contesting  record  procedures:  See  address  of  ‘System  Manager* 
above. 

Record  source  categories:  Local  law  enforcement,  court,  health, 
and  motor  vehicle  division  records. 

DOT/NHTSA  406. 

System  name:  Diagnostic  Inspection  Demonstration  Project.  DOT/ 
NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

_National  Highway  Traffic  Safety  Administration  (NHTSA), 
'Computer  Sciences  Corporation, 

6231  Leesburg  Pike, 

Falls  Church,  VA  22046. 

State  Demonstration  Project  Office, 

Huntsville,  AL. 

Demonstration  Project  Office, 

Washington,  DC. 

State  Demonstration  Project  Office, 

Chattanooga  TN. 

Demonstration  Project  Office, 

San  Juan,  PR. 

State  Demonstration  Project  Office, 

.  Phoenix,  AZ. 

Department  of  Transportation, 

Commonwealth  of  Puerto  Rico, 

San  Juan,  PR. 

Categories  of  individuals  covered  by  the  system:  Auto  vehicle 
owners.. 

Categories  of  records  in  the  system:  For  each  automobile  inspected 
in  the  program,  the  diagnostic  inspection  records  contain  pass/fail/ 
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advise  information  on  each  safety  or  emissions  related  item  inspected 
at  each  state  inspection  facility.  These  inspection  hems  include: 
Federal, vehicle-in-use  inpsection  standards  and  EPA  emission 
stand^ds. 

Individual  state  statutory  inspection  requirements. 

Other  inspection  items  as  added  by  each  participating  state. 

In  addition  to  these  P/F/A  results,  quantitative  data  are 
included  on  emissions,  front-end  alignment  and  engine 
analysis.  The  original  hard  copy  also  contains  the  name  and 
address  of  participating  motorists. 

System  repair  cost  records  contain  the  parts  and  labor  costs 
associated  with  the  inspection  results.  Most  of  the  original 
repair  cost  data-forms  contain  the  name  and  address  of  the 
repair  facility  as  well  as  the  name  and  address  of  the 
participating  motorist. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  routinely 
used  monthly  by  CSC  to  perform  in-progress  evaluations  for 
NHTSA  project  personnel  on  the  evaluation  areas  specified  in  Title 
III  of  the  Motor  Vehicle  Information  and  Cost  Savings  Act  (PL  92- 
513). 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  punched  card,  and  hard  copy  original  data 
forms. 

Retrievability:  Computer  stored  data  are  indexed  by  vehicle  identi¬ 
fication  number  (VIN),  vehicle  year,  vehicle  make/model  code,  and 
inspiection  site  c<^e;  the  hard  copy  original  data  forms  are  indexed 
by  VIN  and  cross-indexed  by  vehicle  owner  name  and  address. 

Safeguards:  For  computer  stored  information  standard  security 
established  by  GSA  users  of  INFONET  is  used,  computer  system 
access  is  limited  to  authorized  users;  the  hard  copy  original  data 
forms  are  stored  in  locked  file  cabinets  after  handling  and  keypunch¬ 
ing  by  authorized  project  personnel. 

Retention  and  disposal:  All  records  will  be  retained  by  the  con¬ 
tractor  for  the  duration  of  the  contract;  at  the  conclusion  of  the 
contract  the  contractor  will  furnish  to  NHTSA  all  data  forms,  data  , 
tape  records,  and  punched  cards  developed  and  received  as  a  result 
of  the  contract. 

System  managerfs)  and  address:  Chief,  Engineering  and  Demon¬ 
stration  Division, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  State  Vehicle  Program, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Notification  procedure:  Apply  to  applicable  address  in  ‘System 
Location*  above. 

Record  access  procedures:  Same  as  ‘System  Manager*  above. 

Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 

Record  source  categories:  State  and  local  vehicle  records;  gathered 
from  voluntary  interviews. 

DOT/NHTSA  408. 

System  name:  Experts  and  Consultants  List.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  desir¬ 
ing  to  serve  as  experts  and  consultants. 

Categories  of  records  in  the  system:  Professional  abilities  of  indi¬ 
viduals. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  provide  identifi¬ 
cation  of  individuals  available  to  serve  as  experts  and  consultants. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Material  is  stored  on  bonded  paper. 

Retrievability:  By  individual  name. 

Safeguards:  Records  are  stored  in  a  secured  office  area. 

Retention  and  disposal:  Indefinite  and  discarded  when  no  longer 
needed. 


System  managerfs)  and  address:  Director,  Office  of  Contracts  and 
Procurement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement, 

.  400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Notification  procedure:  Director,  Office  of  Contracts  and  Procure¬ 
ment, 

'  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  Director,  Office  of  ContfScts  and  Pro¬ 
curement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Contesting  record  procedures:  Director,  Office  of  Contracts  and 
Procurement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  source  categories:  Information  submitted  by  individuals. 
DOT/NHTSA  409. 

System  name:  Federal  Motor  Vehicle  Safety  Standards  (FMVSS) 
Compliance.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Validation  Division, 

2100  2nd  Street,  SW,  Room  3222, 

Washington,  DC  20590. 

Region  IX,  NHTSA, 

450  Golden  Gate  Avenue 
Box  36112, 

San  Francisco,  CA  94102. 

Region  II,  NHTSA, 

200  Manharoneck  Avenue, 

White  Plains,  NY  10601. 

Region  X,  NHTSA. 

3140  Federal  Building, 

915  Second  Avenue, 

Seattle,  WA  98174. 

Region  IV,  NHTSA, 

Suite  400, 

1720  Peachtree  Road,  NW 
Atlanta,  GA  30309. 

Categories  of  individuals  covered  by  the  system:  Individuals  sus¬ 
pected  of  violation  of  FMVSS. 

Categories  of  records  in  the  system:  Data  gathered  regarding 
alleged  non-compliance  of  FMVSS. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  snch  uses:  Information  is  used  to 
assist  investigations  of  alleged  violators,  and  in  the  effort  to  secure 
proper  compliance. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  file,  microfilm,  disc. 

Retrievability:  Fiscal  year,  date,  name,  number. 

Safeguards:  Stored  in  locked  file  cabinets  in  a  security  room. 
Retention  and  disposal:  Indefinite  or  until  obsolete. 

System  managerts)  and  address:  Director,  Office  of  Vehicle  Safety 
Compliance,  I 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW,  _ 

Washington,  DC  20590.  • 

Notification  procedure:  Write  or  visit  applicable  office  at  address 
in  ‘System  Location*  above. 

Record  access  procedures:  Same  as  ‘System  Manager*  above. 
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Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 
Record  source  categories:  Manufacturers,  importation  officials, 
dealers,  purchasers,  inspector,  informants. 

DOT/NHTSA  410. 

System  name:  General  Public  Inquiries.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  the  Executive  Secretary, 

400  7th  Street,  SW,  Room  5217, 

Washington,  20590. 

Categories  of  individuals  covered  by  the  system:  Inquiries  from  the 
general  public. 

Categories  of  records  in  the  system:  Control  cards  identifying 
incoming  correspondence  from  individuals  who  are  requesting  infor¬ 
mation,  jobs,  device  -  testing,  etc. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  purposes. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Filed  in  trays  in  file  cabinet. 

Retrievability:  By  individual  name  or  control  number. 

Safeguards:  Conserva-Files;  locked  when  not  in  use. 

Retention  and  disposal:  Records  are  retained  for  one  year  and  are 
then  disposed  of. 

System  managerts)  and  address:  Executive  Secretary, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Executive  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Trafffc  Safety  Administration, 

Office  of  the  Executive  Secretary, 

Privacy  Act  Coordinator, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*. 
Contesting  record  procedures:  Same  as  ‘Notification  Procedure*. 
Record  source  categories:  Individuals  and  organizations. 
DOT/NHTSA  411. 

System  name:  General  Public  Correspondence  System.  DOT/ 
NHTSA. 

System  location:  'Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  the  Executive  Secretary, 

400  7th  Stre«,  SW,  Room  5217, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  requested  information  or  advice. 

Categories  of  records  in  the  system:  Files  containing  correspond¬ 
ence  with  individuals  who  have  requested  information  or  advice  on 
promoting  devices. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  purposes. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  In  file  folders. 

Retrievability:  By  individual  name. 

Safeguards:  Conserva-Files;  locked  when  not  in  use. 

Retention  and  disposal:  Records  are  retained  for  one  year  and  are 
then  disposed  of. 

System  manager(s)  and  address:  Executive  Secretary, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Executive  Secretary, 

400  7th  Street,  SW,' 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Executive  Secretary, 

Privacy  Act  Coordinator, 


400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  access  procedures:  See  ‘Notificaton  Procedure*  above. 

Contesting  record  procedures:  See  ‘Notification  Procedure*  above. 

Record  source  categories:  Individuals. 

DOT/NHTSA  412. 

System  name:  Manpower  Training  File.  DOT/NHTSA. 

System  location:  Office  of  Governor’s  Highway  Safety  Repre¬ 
sentative  in  each  State. 

Categories  of  individuals  covered  by  the  system:  Persons  receiving 
highway  safety  training  under  23  USC  402. 

Categories  of  records  in  the  system:  Type  and  length  of  training 
and  completion  dates. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Aggregation  for  report  to 
Congress  on  total  individuals  trained. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  By  individual  name. 

Safeguards:  Records  are  stored  in  file  cabinets. 

Retention  and  disposal:  Records  are  retained  for  3  years;  then  sent 
to  State  Archives. 

S^em  manager(s)  and  address:  Chief,  Manpower  Development 
Division,  N42-22, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Write  or  visit  the  System  Manager  in  the 
applicable  State  Traffic  Safety  Commission  Office. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*  above. 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure* 
above. 

Record  source  categories:  Applications  filed  by  individual  or  em¬ 
ployer. 

DOT/NHTSA  413. 

System  name:  Odometer  Rollback.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT): 

National  Highway  Traffic  Safety  Administration  (NHTSA): 
Office  of  Fuel  Economy  Compliance, 

Associate  Administrator  for  Enforcement, 

400  7th  Street,  SW,  Room  4109, 

Washington,  DC  20590. 

Automated  Sciences  Group,  Inc., 

Summit  Office  Building,  Suite  713, 

8555  16th  Street,  Silver  Spring,  MD  20910. 

Categories  of  individuals  covered  hy  the  system:  Private  individuals 
who  may  be  involved  in  odometer  rollbacks. 

Categories  of  records  in  the  system:  Alleged  circumstances  sur¬ 
rounding  odometer  rollbacks  on  used  cars  sold  or  offered  for  sale. 
Information  is  used  to  assist  in  investigations  of  alleged  violators. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  Data  is  made  available  to 
legal  authorities  for  appropriate  action. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  By  individual  name. 

Safeguards:  Locked  file. 

Retention  and  disposal:  Retained  indefinitely. 

System  manageris)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

National  Highway  Traffic  Sagety  Administration, 

400  7th  Street,  SW,  Room  5219, 

Washington,  I^  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Fuel  Economy  Compliance, 

400  7th  Street,  SW,  Room  4109, 

Washington,  DC  20590. 
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Record  access  procedures:  Same  as  ‘System  Manager*  above. 
Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 
Record  source  categories:  Individual  complaint  by  used  car  pur¬ 
chaser,  automobile  defers,  state  agencies. 

DOT/NHTSA  415. 

System  name:  Motor  Vehicle  Defects.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Traffic  Safety  Highway  Administration  (NHTSA), 
Office  of  Defects  Investigation, 

400  7th  Street,  SW,  Room  5328 
Washington,  DC  20590. 

Sterling  Systems,  Inc., 

4340  Connecticut  Avenue, 

Washington,  DC  20008. 

Informatics,  Inc., 

7926  Jones  Branch  Drive,  Suite  272, 

McLean,  VA  22101. 

Categories  of  individuals  covered  by  the  system:  Vehicle  owners. 
Categories  of  records  in  the  system:  Vehicle  identification,  vehicle 
problem,  vehicle  owner. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Check  complaints  about 
vehicle  defects  to  spot  trends,  resulting  in  investigations  of  the  vehi¬ 
cle  model. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Disc  pack  and  paper  file. 

Retrievahility:  Identification  number  for  each  vehicle  owner. 
Safeguards:  Coded  entry  numbers. 

Retention  and  disposal:  Three  years  or  indefinite. 

System  manager(s)  and  address:  Chief,  Information  System  Staff 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Defects  Investigation, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Write  or  visit  the  applicable  address  in 
‘System  Location*  above. 

Record  access  procedures:  Same  as  ‘System  Manager*  above. 
Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 
Record  source  categories:  General  public.  State  highway  offices, 
insurance  companies,  vehicle  manufacturers. 

DOT/NHTSA  416. 

System  name:  Offerors  Data  Bank.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Individual  on  the 
offerors  mailing  list. 

Categories  of  records  in  the  system:  History  of  response  or  non¬ 
response  to  Requests  for  Proposal  provided  to  the  individuals. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  provide  history 
of  responses  to  Requests  for  Proposal. 

Used  as  a  purging  system  for  the  offerors  mailing  list. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Forms,  magnetic  tape. 

Retrievahility:  Name,  codes  of  contractual  fields  of  interest. 
Safeguards:  Records  are  stored  in  a  locked  file  cabinet. 

Retention  and  disposal:  Indefinitely;  destroyed  when  no  longer 
needed. 

System  manageKs)  and  address:  Director,  Office  of  Contracts  and 
Procurement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Notification  procedure:  Department  of  Transportation, 


National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC.  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Contesting  record  procedures:  Department  of  Transportation, 
National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Information  from  individual  letters  or 
proposal  submissions  to  Requests  for  Proposal. 

DOT/NHTSA  417. 

System  name:  National  Driver  Register  (NDR).  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  Driver  and  Pedestrian  Programs, 

National  Driver  Register  Office, 

400  7th  Street,  SW,  Room  6134, 

Washington,  DC  20590. 

Master  file  is  located  at: 

Transportation  Computer  Center, 

400  7th  Street,  SW,  Room  2401, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
had  their  driver’s  license  denied,  withdrawn,  revoked  or  suspended 
as  reported  by  State/Territorial  driver  licensing  authorities. 

eateries  of  records  in  the  system:  NDR  records  include:  the 
reporting  jurisdiction,  the  subject’s  full  name,  other  names  used,  date 
of  birth,  dnver  license  number  and/or  social  security  number  (if  used 
by  the  reporting  jurisdictionX  sex,  height,  weight,  eye  color,  the 
reason  for  withdrawal,  the  date  of  the  withdrawal,  and  the  date 
eligible  for  restoration  of  driving  privilege  or  the  date  license  was 
actually  restored. 

It  should  be  noted  that  very  frequently  the  physical  data  is  not 
provided  by  the  reporting  agency. 

Routine  uses  of  records  maintained  in  the  syste^  including  catego¬ 
ries  of  users  and  the  pnrpoMS  of  such  uses:  I^ovide  identification  of 
drivers  who  have  had  their  licenses  withdrawn,  susMnded,  revoked 
or  otherwise  denied  in  response  to  inquiries  from  State  or  Federal 
driver  licensing  agencies  relative  to  driver  license  applicants. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  NDR  master  file  is  maintained  on  magnetic  tape. 
Source  data;  i.e.,  manual  input  (forms,  letters)  are  retained  in 
that  form. 

Source  data  received  on  magnetic  tape  are  converted  into 
printed  listings 
All  source  data  is  batch  filed. 

Retrievahility:  The  magnetic  tape  master  file  is  indexed  by  sur¬ 
name  and  refined  by  program  application  of  screening  criteria  involv¬ 
ing  given  names,  date  of  birth  and  physical  characteristics. 

Source  data  batch  files  are  indexed  by  the  processing  date  as 
determined  from  test  inquiry  of  the  master  file.  A  manual 
search  of  the  appropriate  batch  is  then  required  to  access  the 
specific  record. 

Safeguards:  The  master  file  is  kept  in  the  Transportation  Comput¬ 
er  Center,  a  limited  access  area. 

The  source  data  files  are  maintained  in  a  building  under 
surveillance  of  a  24  hour  guard  force. 

In  addition,  the  spaces  in  which  the  files  are  maintained  are 
equipped  with  lockable  doors  which  are  locked  when  vacated. 
All  personnel  have  met  the  investigative  requirements  for  secret 
classified  matter. 

In  addition,  all  NDR  employees  are  orally  briefed  on  NDR 
security  requirements  and  their  responsibilities. 

Retention  and  disposal:  Records  of  actions  that  have  been  can¬ 
celled  or  rescinded  are  purged  from  the  file  upon  receipt  of  notifica¬ 
tion  from  the  reporting  jursidiction.  Other  records  are  retained  for 
seven  or  five  years  depending  on  the  reason  for  withdrawal  of  the 
individual’s  license. 
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Withdrawals  for  drunk  driving,  hit  and  run,  fatal  accident, 
felony  and  misrepresentation  are  retained  for  seven  years. 
Records  of  ‘habitud  offenders*  as  stipulated  by  certain  states  are 
retained  indefinitdy,  unless  otherwise  requested  by  the 
reporting  state. 

All  other  master  file  records  are  retained  for  five  years. 

Source  data  files  are  retained  for  one  year. 

Magnetic  tape  records  are  erased  by  degaussing,  using  86db 
degaussing  equipment,  prior  to  disposing  of  the  tapes. 

Paper  source  data  reports  of  withdrawal  are  destroyed  by 
shredding. 

System  manageKs)  and  address:  Chief,  National  Driver  Register. 
National  Highway  Traffic  Safety  Administraticm,  NTS- 15 
Department  of  Transportation,  Room  6134, 

Washington,  DC  20590. 

Notification  procedure:  Mailed  inquiries  should  be  addressed  as 
above  under  ‘System  Manager.* 

For  inquiries  made  in  person,  the  inquirer  should  present  himself 
at  the  National  Driver  Register  office  at  the  following 
location: 

400  7th  Street,  SW,  Room  6134, 

Washington,  DC  20590. 

In  order  to  conduct  a  file  search  the  requesting  party  must 
provide: 

Full  legal  name. 

Other  names  us^  (nickname,  professional  name,  maiden  name). 
Date  of  birth. 

Sex, 

Height, 

Weight, 

Color  of  ey^ 

Social  security  number  and/or  driver  license  number  (provision 
of  the  social  security  number  is  voluntary). 

In  addition,  although  not  mandatory,  it  would  help  to  more 
positively  identify  any  records  we  may  have  concerning  the 
inquirer  if  the  following  information  is  included: 

*  The  reason  his/her  driver  license  was  withdrawn  or  denied. 

The  date  of  the  action. 

The  State  which  took  the  action. 

An  inquirer  presenting  himself/herself  in  person  should  have  at 
least  two  means  of  identification  sufficient  to  reasonably  insure 
that  he/she  is  who  he/she  purports  to  be. 

For  mailed  inquiries  the  foregoing  identification  elements  should 
be  included  in  the  form  of  a  notarized  affidavit  and  addressed 
to  the  System  Manager. 

Record  access  procedures:  An  individual  desiring  to  obtain  infor¬ 
mation  on  procedures  to  obtain  his  or  her  record  (s)  should  contact 
the  Chief,  National  Driver  Register,  at  the  address  under  ‘System 
Manager*  above. 

Contesting  record  procedures:  To  obtain  information  on  procedures 
to  contest  records  one  should  contact  the  Chief,  National  Driver 
Register,  at  the  address  in  ‘System  Manager*  above. 

With  regard  to  contesting  records  it  must  be  realized  that  the  file 
is  made  up  of  State  records.  As  such,  these  can  only  be 
changed  or  corrected  by  the  reporting  State.  The  records  in 
the  Driver  Register  file  are  changed  only  when  advised  by  the 
originating  jui^iction. 

Record  source  categories:  The  records  comprising  the  National 
Driver  Register  file  are  provided  by  States.  EHstrict  of  Columbia, 
Puerto  Rico,  Canal  Zone,  Virgin  Islands  and  Guam  driver  licensing 
administrators  or  the  agency  within  the  jurisdictions  responsible  for 
such  records. 

DOT/NHTSA  421. 

System  name:  Survey  of  Recreational  Vehicle  Suspensions.  DOT/ 
NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Defects  Investigation, 

400  7th  Street,  SW,  Room  5330, 

Washington,  DC  20590. 

Records  are  also  stored  at: 

Pioneer  Engineering  &  Manufacturing  Company, 

2500  E.  Nine  Mile  Road, 

Warren,  MI. 

Categories  of  iadiTiduals  covered  by  the  system:  6,400  owners  of 
recreational  vehicles  surveyed  for  on-the-rotid  load  characteristics  of 
the  vehicles. 


Categories  of  records  in  the  system:  Vehicle  loads,  vehicle  identifi¬ 
cation,  vehicle  component  identification  and  owner  or  driver  identifi¬ 
cation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Survey  analysis  and 
evaluation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punch  cards. 

Retrievability:  The  information  is  stored  on  punch  cards  and 
retrievable  by  survey  identification^  number  or  type,  year  and  make  of 
vehicle  but  not  by  owner’s  name. 

Safeguards:  The  record  cards  are  stored  in  locked  file  cabinets. 
Retention  and  disposal:  Upon  completion,  all  related  investigations’ 
data  will  be  destroyed  via  normal  Coast  Guard  record  destruction 
methods. 

System  manageKs)  and  address:  Contract  Technical  Manager, 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Adminstration, 

Office  of  Defects  Investigation, 

400  7th  Street,  SW,  Room  5330, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Chief,  Technical  Reference  Service, 

400  7th  Street,  SW,  Room  5108, 

Washington,  I^  20590. 

Record  access  procedures:  Same  as  ‘System  Manager*  above. 
Contesting  record  procedures:  Same  as  ‘System  Manager*  above. 
Record  source  categories:  The  entire  record  was  obtained  from 
owners  of  recreational  vehicles  as  they  were  found  on  the  highways 
and  from  the  manufacturers  of  vehicles.  The  information  from  the 
two  sources  were  then  combined  for  analysis  and  evaluation  of  recre¬ 
ational  vehicle  loading  characteristics  of  the  vehicle  condition  as 
found  on  the  highways. 

DOT/NHTSA  422. 

System  name:  Temporary  Exemption  Petitions.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Chief  Counsel, 

400  7th  Street,  SW,  Room  5219, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  Petitioners  (com¬ 
mercial  entities)  seeking  exemption  from  Federal  motor  vehicle  safety 
standards. 

Categories  of  records  in  the  system:  Income  statement  and  balance 
sheets,  production  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  consultation  by 
attorneys  while  file  is  active;  copies  in  public  docket. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Office  files. 

Retrievability:  Temporary  exemptions;  filed  by  individuals’  names. 
Safeguards:  Available  only  to  the  System  Manager  and  his  secre¬ 
tary. 

Retention  and  disposal:  Thus  far  all  records  have  been  retained. 
System  manageKs)  and  address:  Senior  Staff  Attorney, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Chief  Counsel, 

400  7th  Street,  SW,  Room  5219, 

Washington,  I^  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Chief  Counsel, 

400  7th  Street,  SW, 
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Washington,  DC  20S90. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Submitted  by  petitioners. 

DOT/NHTSA  423. 

System  name:  Vendor  Edit  Table  Listing  (Employees).  DOT/ 
NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  Financial  Management, 

400  7th  Street,  SW,  Room  5115, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  NHTSA  employ- 
ccs« 

Categories  of  records  in  the  system:  Employee  name. 

Employee  number. 

Residence  •  City,  County,  State,  Zip  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employee  travel  orders 
are  controlled  by  employee  number  to  maintain  a  record  of  author¬ 
ized  travel  and  the  relat^  expenses  for  each  trip.  This  file  is  assessed 
to  match  the  employee  number  codn)  from  the  travel  order  and  the 
voucher  and  for  retrieval  of  this  data  for  the  travel  report  by  organi¬ 
zation  and  by  individuaL 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Disc. 

Retrievability:  Table  is  indexed  by  employee  number  (vendor 
number). 

Safeguards:  System  operators  are  identiHed  as  individuals  given 
authority  for  processing  data  in  terminal  room. 

No  others  are  allowed  access  to  data. 

Job  controls  (JCL’s)  for  retrieval  of  data  are  kept  in  locked 
cabinet  under  custody  of  System  Manager. 

Retention  and  disposal:  Table  maintenance  is  the  responsibility  of 
the  System  Manager  who  adds  new  employee  data  as  it  is  received 
from  Personnel  Director.  Deletions  are  also  controlled  by  the  System 
Manager,  as  employees  retire  or  otherwise  leave  the  agency. 

System  manageKs)  and  address:  Chief,  Policies  and  Procedures 
Division, 

Department  of  Transportation, 

National  Highv^ay  Traffic  Safety  Administration, 

Office  of  Financial  Management, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Address  inquiries  to  the  Privacy  Act  Coor¬ 
dinator  at  the  address  under  ‘System  Manager*.  Requests  for  data 
may  be  made  by  any  employee  of  NHTSA.  Requests  must  be  in 
writing  and  identify: 

System  Name:  DOT/NHTSA  FMS-940. 

Employee  number. 

Employee  name. 

Record  access  procedures:  All  inquiries  as  to  procedures  for  gain¬ 
ing  access  to  records  shall  be  directed  to: 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Financial  Management, 

400  7th  Street,  SW,  Room  5115, 

Washington,  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Source  of  data  is  from  the  Office  of 
Personnel  Management,  NHTSA. 

DOT/NHTSA  424. 

System  name:  Offerors  Mailing  List.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Contracts  and  Procurement, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Offerors  that  may 
bid  on  Requests  for  Proposal  as  individuals. 

Categories  of  records  in  the  system:  Offerors  name,  address,  and 
NHTSA  areas  of  interest  that  the  offeror  wishes  to  bid  on. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  suppliers 
to  fulfill  NHTSA  requirements. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Forms;  magnetic  tape. 

Retrievahility:  Name,  codes  of  contractual  field  of  interest. 
Safeguards:  The  records  are  maintained  in  a  secure  area. 

Retention  and  disposal:  Indefinitely  and  destroyed  when  no  longer 
needed. 

System  managerfs)  and  address:  Director,  Office  of  Contracts  and 
Procurement, 

Depanment  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  20590. 

Notification  procedure:  Write  or  visit  the  System  Manager  at  the 
address  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*  above. 
Contesting  record  procedures:  Same  as  ‘Notification  Procedure* 
above. 

Record  source  categories:  From  the  individual  himself. 

DOT/NHTSA  427. 

System  name:  Statement  of  Employment  and  Financial  Interest. 
DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSAX 
Office  of  Personnel  Management, 

-  400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  encum¬ 
bering  positions  listed  in  Appendix  C  of  Part  99  Title  49  CFR. 
Special  government  employees. 

Cate^ries  of  records  in  the  system:  Records  contain  Statements  of 
Financial  Interest  including  but  not  limited  to  stocks,  bonds  and  real 
estate  that  are  held  by  individuals  whose  records  are  in  the  system. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Financial  statements  are 
reviewed  by  the  Director,  Office  of  Personnel  Management  or  his 
delegate  to  ascertain  conflicts  or  apparent  conflicts  of  interest  be¬ 
tween  the  holdings  of  individuals  and  the  discharge  of  the  individ¬ 
ual’s  official  duties. 

Assistance  of  the  NHTSA  Chief  Counsel  or  his  delegate  may  be 
secured  in  the  determination  process. 

Where  potential  conflict  may  arise  the  individual  is  contacted  by 
the  Chief  Counsel  or  his  delegate  to  attempt  to  resolve  the 
issue. 

Should  further  action  be  necessary  the  Administrator  NHTSA 
may  attempt  to  resolve  the  issue. 

If  necessary,  remedial  action  may  be  instituted  to  resolve  the 
conflict. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  Coring,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  forms  EXJT  F  3700.1  and  DOT  F 
3700.2. 

Retrievability:  Records  are  retrieved  by  individual’s  name. 
Safeguards:  Records  are  stored  in  safes  or  locked  files.  Access  is 
only  by  authorized  individuals  on  a  ‘need  to  know*  basis. 

Personnel  screening  is  employed  to  prevent  unauthorized  access. 
Retention  and  disposal:  Five  years  following  termination  of  em¬ 
ployment  and  then  destroyed. 

System  managerfs)  and  address:  Director,  Office  of  Personnel  Man¬ 
agement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Adminstration, 

Director,  Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation, 
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National  Highway  Traffic  Safety  Administration, 

Current  employees  may  contact  the: 

Director,  Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20390. 

Former  employees  who  wish  to  gain  access  to  their  records 
should  direct  such  a  request  in  writing  including  their  names, 
date  of  birth  and  social  security  number  to: 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.' 
Record  source  categories:  Information  in  this  sy^em  of  records 
comes  from  the  individual  to  whom  it  applies  or  is  derived  from 
information  he  supplied. 

DOT/NHTSA  431. 

System  name:  Civil  Penalty  Enforcement  Files.  DOT/NHTSA. 
System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  5219, 

Washington,  20590. 

Categories  of  individuals  covered  by  the  system:  Persons  (corporate 
or  individual)  against  whom  civil  penalties  are  sought  or  contemplat¬ 
ed  for  violations  of  NHTSA  -  administered  statutes. 

Categories  of  records  in  the  system:  Investigatory  records  of  al¬ 
leged  violations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  piupo^  of  such  uses:  For  consultation  by 
attorneys  regarding  a  civil  suit  against  an  individual. 

See  Prefatory  Statement  of  General  Routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Office  files. 

Retrievability:  Files  in  CIR  numerical  order. 

Safeguards:  Available  only  to  the  System  Manager  and  his  secre¬ 
tary. 

Retention  and  disposal:  Records  are  retained  indefinitely  and  de¬ 
stroyed  when  no  longer  needed. 

System  managerts)  and  address:  Senior  Staff  Attorney, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Chief  Counsel, 

400  7th  Street,  SW,  Room  5219,  Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  the  Chief  Counsel,  . 

Chief  Counsel, 

400  7th  Street,  SW,  Washington,  DC  20590. 

.Contesting  r^rd  procedures:  Same  as  ‘Record  Access  Procedure‘. 
Record  source  categories:  NHSTA  investigations  and  tests. 
DOT/NHTSA  432. 

System  name:  EEO  Counseling  Program  and  Discrimination  Com¬ 
plaint  File.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Adminsitration  (NHTSA), 

Office  of  Civil  Rights, 

'  400  7th  Street,  SW,  Room  5312, 

Washington.  DC  20590. 

Categories  of  individuals  covered  by  the  system:  NHTSA  personnel 
or  those  seeking  employment  with  NHTSA  (clerical  and  profession¬ 
al). 

Categories  of  records  in  the  system:  Detailed  description  of  alleged 
discrimination.  ' 

Background  and  support  material. 

Transcripts  of  hearings. 

Personnel  evaluation  forms. 

Record  of  interviews. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Used  for  reference  to  aid 
EEO  investigations. 

See  Prefatory  Sstatement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  kept  on  the  orgiginal  forms. 

Retrievability:  Subject,  individual’s  name. 

Safeguards:  Personnel  screening;  kept  in  locked  files. 

Retention  and  disposal:  Retained  indefinitely. 

System  manageKs)  and  address:  Director,  Office  of  Civil  Rights, 
DetMitment  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Civil  Rights, 

400  7th  Street,  SW,  Room  5312, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Civil  Rights, 

400  7th  Street,  SW,  Room  5312,  Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Public  Affairs  and  Consumer  Services, 

400  7th  Street,  SW,  Room  5232, 

Washington,  I^  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure‘. 
Record  source  categories:  From  interviews  with  the  complainants, 
others  involved  in  the  alleged  discrimination  action. 

DOT/NHTSA  433. 

System  name:  Injuries,  Illnesses,  Motor  Vehicle  Accidents  and  Prop¬ 
erty  Damages.  DOT/NHTSA. 

System  location:  Department  of  Trasnsportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Management  Systems, 

General  Services  Division, 

400  7th  Street,  SW,  Room  4429, 

Washington,  DC  20590. 

Categories  of  individnals  covered  by  the  system:  Individuals  in¬ 
volved  in  injuries  on  the  job. 

Individual  Motor  Vehicle  accident  reports. 

Individual  Property  Damage  reports. 

Categories  of  records  in  the  system:  Accident  Report  -  DOT  F 
3902.1. 

Injury  Report,  Supplement  - 1  -  DOT  F  3902.2. 

Motor  Vehicle  Report,  Supplement  -  M  -  DOT  F  3902.3. 

Property  Damage  Report,  Supplement  -  P  -  DOT  F  3902.4. 

Log  of  Federal  Occupational  Injuries  and  Illnesses  -  DOT  F 
3902.8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Legal. 

Security. 

Budget. 

Audit. 

Personnel  Management. 

Investigation. 

Recordkeeping. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folder. 

Retrievability:  Alphabetical,  by  individual’s  name. 

Safeguards:  File  cabinet  with  lock. 

Retention  and  disposal:  Maintained  for  5  years,  then  transferred  to 
Archives. 

System  manageKs)  and  address:  Chief,  Generd  Services  Division, 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems, 

400  7th  Street,  SW,  Room  4429, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems, 

400  7th  Street,  SW, 
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Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation. 

National  Highway  Traffic  Safety  Administration, 

Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  EHD  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Individual  to  whom  record  pertains. 
Investigations. 

Reports  of  witnesses, 

DOT/NHTSA  434. 

System  name:  Government  Driver  Licenses.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traflic  Safety  Administration  (NHTSA), 
Office  of  Management  Systems, 

General  Services  Division, 

400  7th  Street,  SW,  Room  4429, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Government  driv¬ 
ers. 

Categories  of  records  in  the  system:  Application  for  Operator’s 
Identification  Card. 

Physical  Fitness  Inquiry  for  Motor  Vehicle  Operators. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
verify  that  an  applicant  is  qualified  both  legally  and  physically  to 
operate  a  government  vehicle. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  the  original  forms. 

Retrievability:  Alphabetical,  by  individual’s  name. 

Safeguards:  I^e  cabinet  with  lock. 

Retention  and  disposal:  Records  are  maintained  for  5  years,  then 
Transferred  to  Archives. 

System  managerfs)  and  address:  Chief,  General  Services  Division, 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems,  Room  4429, 

400  7th  Street,  SW, 

Washington,  DC  20590l 

Notification  procedure:  Department  of  Transportation. 

National  Highway  Traflic  Safety  Administration, 

Office  of  Management  Systems, 

400  7th  Street,  SW. 

Washington,  DC  20590. 

Record  access  procedures:  Department  of  Transportation. 

National  Highway  Traflic  Safety  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure‘. 
Record  source  categories:  Individual  to  whom  record  pertains. 
National  Driver  Register. 

DOT/NHTSA  435. 

S)rstem  name:  Investigations  and  Security.  EX)T/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traflic  Safety  Administration  (NHTSA), 

Office  of  Management  Systems, 

General  Services  Division, 

400  7th  Street,  SW,  Room  4429, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  who 
allegedly  violate  NHTSA  security  regulations. 

Categories  of  records  in  the  S3rstem:  A  memoranda  specifying 
security  violations. 

Routine  uses  of  records  maintained  in  the  system,  incloding.catego- 
ries  of  users  and  the  purposes  of  such  uses:  For  security  purposes. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Stored  on  original  form  HS  154. 

Retrievability:  Individual’s  name  and  Organization. 


Safeguards:  Locked  file  cabinet. 

Retention  and  disposal:  Retained  until  completion  of  appropriate 
corrective  action  and/or  disciplinary  action. 

System  managerfs)  and  address:  Security  Coordinator,  NHTSA, 
Department  of  Transportation, 

National  Highway  Traflic  Safety  Administration, 

General  Services  Division,  Room  4429, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Management  Systems,  400  7th  Street,  SW,  Washington, 
DC  20590. 

Record  access  procedures:  Department  of  Transportation, 

National  Highway  Traflic  Safety  Administration, 

Office  of  the  Chief  Counsel,  400  7th  Street,  SW,  Washington, 

DC  20590. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Security  Coordinator. 

DOT/NHTSA  436. 

System  name:  Contract  Grievance  Records.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traflic  Safety  Administration  (NHTSA), 
Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  systmn:  Employees  in  the 
non-professional  exclusive  unit  covered  by  the  NHTSA/ AFGE  con¬ 
tract  of  March  5,  1974. 

Categories  of  records  in  the  system:  Records  contain  information 
or  documents  relating  to  a  decision  by  the  Administratioii' or  an 
arbitrator  affecting  an  individual. 

The  records  consist  of: 

The  initial  grievance. 

Letters  or  notices  to  the  individual. 

Record  of  arbitration  hearing  when  conducted. 

Materials  placed  into  the  record  to  support  the  decision  or 
determination  affidavits  or  statements. 

Testimonies  of  witnesses. 

Investigative  reports. 

Instructions  to  the  Administration  about  action  to  be  taken  to 
comply  with  decisions. 

Related  correspondence  opinions  and  recommendations,  opinions 
and  recommendations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  a  Member 
of  Congress  regarding  status  of  a  grievance. 

To  provide  information  to  the  public  as  requested  by  the 
Freedom  of  Information  Act. 

To  respond  to  the  Assistant  Secretary  of  Labor  for  LMR  in 
connection  with  an  Unfair  Labor  Practice  Procedure  or  to 
respond  to  the  Federal  Labor  Relations  Council  on  appeal  of 
an  arbitration  award. 

To  respond  to  a  court  subpoena  in  connection  with  a  civil  suit. 

To  adjudicate  a  grievance. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  ffle  folders  and  index  cards. 

Retrievability:  Retrieved  by  names  of  grievant  (s). 

Safeguards:  Access  limited  to  those  with  official  ‘need  to  know.* 
Personnel  screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  records  are  maintained  up  to  3  years 
and  then  retired  to  the  Washington  National  Records  Center. 

System  manageris)  and  address:  Director,  Office  of  Personnel  Man¬ 
agement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Notification  procednre:  Individuals  who  have  filed  ^evances 
under  the  NHTSA/AFGE  contract  should  address  inquiries  to  the: 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 
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Washington,  DC  20590. 

Individuals  retjuestin^  information  about  this  system  of  records 
should  provide  their  full  name,  date  of  birth,  social  security 
number,  name  and  address  of  office  in  which  currently  or 
formerly  employed  in  the  Federal  service. 

Record  access  procedures:  After  a  grievance  case  has  been  closed 
an  individual  or  his  representative  may  ^ain  access  to  the  official 
copy  of  a  grievance  record  by  contacting  the  System  Manager. 
Individuals  should  provide  their  names,  date  of  birth,  approximate 
date  and  subject  of  the  grievance. 

Contesting  record  procedures:  Contest,  correction  or  amendment  of 
the  record  is  permitted  during  the  prosecution  of  the  grievance  by 
the  individual  to  whom  the  record  pertains  or  his  representative. 

Record  source  categories:  Individual  to  whom  record  pertains  and/ 
or  representative. 

Administration  officials. 

Affidavits  or  statements  from  employees. 

Testimonies  of  witnesses. 

Official  documents  relating  to  grievance. 

Correspondence  from  organizations  or  persons. 

DOT/NHTSA  438. 

System  name:  Idaho  Traffic  Records  System  Accident  Component  • 
Driver  Component.  DOT/NHTSA. 

System  location:  Under  the  auspices  of: 

Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Systems  are  located  as  follows: 

Accident  Component:  ^ 

Idaho  Transportation  Department, 

P.O.  Box  7129, 

Boise,  ID  83707. 

Driver  Component: 

Department  of  Law  Enforcement, 

P.O.  Box  31, 

Boise,  ID  83707. 

Categories  of  individuals  covered  by  the  system:  Accident  Compo¬ 
nent  •  Information  on  all  motor  vehicle  accidents,  not  identified  by 
individual  name. 

Driver  Component  -  All  individuals  who  have  a  motor  vehicle 
operators  license. 

Categories  of  records  in  the  system:  Accident  Component  -  In¬ 
cludes  information  relating  to  vehicle  accidents  which  have  been 
reported  on  the  motor  vehicle  accident  report  form. 

Driver  Component  -  Includes  driver  history  including  license 
application  information,  convictions,  suspensions,  accident 
occurrence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accident  Component  - 
Used  by  Division  of  Highways  to  analyze  high  accident  locations  to 
determine  need  of  correction. 

Used  by  State  Police  to  guide  them  in  enforcement  routes. 

Used  by  Traffic  Safety  Commission  to  determine  problems  to  be 
corrected  through  safety  programs. 

Driver  Component  -  Used  by  all  law  enforcement  agencies  to 
determine  background  of  individuals  they  apprehend  and  if 
there  are  outstanding  warrants. 

Used  by  Department  of  Law  Enforcement  to  determine  drivers 
needing  to  be  counseled  or  have  licenses  suspended  due  to 
point  violation  accumulation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Both  systems  are  maintained  on  disk  packs. 

Retrievability:  Accident  Component  -  Location,  driver  number, 
accident  number,  vehicle  identification  number  (VIN). 

Driver  Component  -  Name,  driver  identification  number 

Safeguards:  The  program  specification  block  in  the  data  base 
controls  who  may  have  access  to  the  data  base.  Since  all  material  is 
on  the  data  base  this  limits  and  safeguards  the  security  of  the  system. 
The  current  separate  driver  component  also  has  coded  access. 

Retention  and  disposal:  The  records  are  maintained  for  5  years  on 
the  data  base.  At  that  time  the  information  is  spooled  off  onto  a  tape 
prior  to  purging  from  system.  This  spooled  on  information  is  main¬ 
tained  approximately  one  year  and  is  destroyed  by  erasing  or  reusing 
tape. 

System  managerts)  and  address:  Regional  Administrator, 

Department  of  Transportation, 


National  Highway  Traffic  Safety  Administration, 

Region  X  Headquarters, 

3140  Federal  Building, 

915  Second  Avenue, 

Seattle,  WA  98174. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration 
Office  of  Contracts  and  Procurements, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure.* 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure.* 

Record  source  categories:  Accident  Component  -  Information 
comes  from  Officer  Motor  Vehicle  Accident  Report  Form  or  from 
Individual  Motor  Vehicle  Accident  Report  Form. 

Driver  Component  -  Information  on  driver  comes  from  driver 
license  application  form.  Information  on  {»)nvictions  are  from 
the  courts.  Information  on  accidents  comes  from  accident 
report  forms. 

DOT/NHTSA  442. 

System  name:  Restraint  System  Effectiveness  Study.  DOT/NHTSA. 

System  location:  Under  the  auspices  of: 

Department  of  Transprotation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
System  is  located  at: 

Southwest  Research  Institute  (SWRI), 

Division  11, 

8500  Culebra  Road, 

P.O.  Drawer  28510, 

San  Antonio,  TX  78284. 

Categories  of  individuals  covered  by  the  system:  Occupants  of  1973- 
1976  passenger  car  vehicles  that  are  towed  from  accident  scenes. 

Categories  of  records  in  the  system:  The  following  types  of  infor¬ 
mation  are  in  the  system: 

Policy  accident  report  which  contains  name,  driver’s  license 
number  and  other  data  pertinent  to  the  accident. 

Medical  report  if  injury  or  death  occurs. 

Copies  of  forms  generated  by  SWRI  during  an  investigation  are 
enclosed  for  review. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  use  by  the 
Project  Evaluator,  Southwest  Research  Institute  is  purely  statistical 
to  provide  DOT/NHTSA  data  to  be  used  in  conjunction  with  four 
other  accident  investigation  teams  to  determine  effectiveness  of  re¬ 
straint  systems  in  late  model  vehicles. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  system  is  stored  on  paper  forms  and  is  eventually 
coded  into  computer  punch  cards. 

Retrievability:  Records  are  normally  retrieved  by  case  number. 

Safeguards:  Only  employees  with  a  need  to  know  work  with  the 
records  which  are  stored  in  a  locked  cabinet. 

Retention  and  disposal:  The  data  collected  on  the  SWRI  forms  are 
maintained  for  five  years.  In  all  probability  records  will  be  destroyed 
by  burning. 

System  managerts)  and  address:  Chief,  Structures  Research  Divi¬ 
sion, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Vehicle  Safety  Research, 

2100  2nd  Street,  SW. 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement,  N48-30, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘  Notification  Procedure*. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*. 

Record  source  categories:  The  information  in  the  system  comes 
from: 

Law  enforcement  agencies  in  seven  counties. 
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Hospitals. 

Data  gathered  by  SWRI  accident  investigation  teams. 

DOT/NHTSA  443. 

System  name:  Cost  Effectiveness  Study  of  Breakaway  and  Non- 
Breakaway  Poles,  Including  Sign  and  Light  Standards  Along 
Highways.  DOT/NHTSA. 

System  location:  Under  the  auspices  of: 

Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSAX 
System  is  located  at: 

Southwest  Research  Institute  (SWRI), 

Division  11, 

8S00  Culebra  Road, 

P.O.  Drawer  28310, 

San  Antonio,  TX  78284. 

University  of  Kentucky  Research  Foundation, 

East  Wing,  Kinkead  Hall, 

Lexington,  KY  40506. 

Categories  of  individuals  covered  by  the  system:  Occupants  of 
passenger  car  vehicles  that  are  involv^  in  accidents  with  breakaway 
and  non-breakaway  poles  including  sign  and  Ught  standards  along 
highways. 

Categories  of  records  in  the  system:  The  following  types  of  infor¬ 
mation  are  in  the  system: 

Police  accident  report  which  contains  nanw,  driver’s  license 
number  and  other  data  pertinent  to  the  accident. 

Medical  report  if  injury  or  death  occurs. 

Copies  of  lorms  to  be  generated  by  SWRI  during  an 
investigation  are  enclosed  for  review. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  used  by  the 
Project  Evaluators,  Southwest  Research  Institute  and  University  of 
Kentucky  Research  Foundation  for  purely  statistical  purposes  to 
provide  DOT/NHTSA  data  to  be  us^  in  conjunction  wim  a  cost 
effectiveness  study  of  breakaway  versus  non-br^away  poles  includ¬ 
ing  sign  and  light  standards. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  system  is  stored  on  paper  forms  and  is  indexed  by 
SWRI  case  numbn.  The  information  will  eventually  be  put  on  com¬ 
puter  punch  cards. 

RetrievabOity:  The  card  deck  and  police  accident  report  are  then 
forwarded  to  DOT/NHTSA  for  their  use. 

Safeguards:  Only  employees  with  a  need  to  know  work  with  the 
records  which  are  stored  in  a  locked  cabinet. 

Retention  and  disposal:  The  data  collected  on  the  SWRI  forms  are 
maintained  for  five  years. 

In  all  probability  records  will  be  destroyed  by  burning  or 
shredding. 

System  manageris)  and  address:  Chief,  Accident  Investigation  Di¬ 
vision, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Statistics  and  Analysis, 

2100  2nd  Street.  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement,  N48-30. 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure* 
above. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*  above. 

Record  source  categories:  The  information  in  the  system  comes 
from: 

Law  Enforcement  Agencies  in  San  Antonio,  Texas  and 
Lexington,  Kentucky. 

Hospitals  and  University  of  Kentucky  Research  Foundation. 

Data  gathered  by  SWRI  and  University  of  Kentucky  Research 
Foundation  accident  investigation  teams. 

DOT/NHTSA  447. 

System  name:  Drinking  Driver  Tracking  System.  DOT/NHTSA. 

System  location:  Under  the  auspices  of: 


Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
System  is  located  at: 

State  Office  Building, 

Salt  Lake  City,  Utah  84114.  * 

Categories  of  individuals  covered  by  the  system:  Persons  ccmvicted 
while  under  the  influence  of  alcohol. 

Categories  of  records  in  the  system:  Identification  data,  driving 
record  history  and  probation  record. 

Routine  uses  of  records  maintained  in  the  system,  indnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  analyze  and  evaluate 
drunk  driver’s  records  to  look  for  trends,  similarities  and  redivision 
rates. 

To  extract  statistical  information  for  evaluation  purposes. 

See  Prefatory  Statement  of  General  Routine  Uses 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievability:  By  individual  name  or  driver’s  license  number. 

Safeguards:  Only  personnel  of  the  Utah  Highway  Safety  Program 
Office  can  get  information  from  file,  which  is  stored  in  secured  file 
cabinets. 

Retention  and  disposal:  S  years;  erased  from  file. 

Source  documents  are  destroyed  after  information  is  taken  off 

System  manageris)  and  address:  Regional  Administrator, 
Department  of  Transportation, 

Region  VIII, 

330  South  Garrison  Street, 

'  Lakewood,  CO  80226. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement,  N48-30, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure' 
above. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*  above. 

Record  source  categories:  Police  arrest  records. 

Court  records. 

Probation  records. 

State  Driver  License  Division. 

DOT/NHTSA  451. 

System  name:  Medical  Records  and  Research  Data.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
System  is  located  at: 

Naval  Aerospace  Medical  Research  Laboratory  (NAMRL), 
Pensacola,  FL  32512;  and  at: 

NAMRL  Detachment, 

New  Orleans,  LA 

Categories  of  individuals  covered  by  the  system:  Military  research 
subjects. 

Categories  of  records  in  the  system:  Medical  Histories,  results  of 
physic^  examinations,  psuchological  testing,  electrocardiograms,  au- 
diogr^s,  x-rays,  and  miscellaneous  clinical  laboratory  results. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
screen  research  subjects  and  for  statistical  purposes  by  military  and 
civilian  personnel  employed  at  this  activity. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  file  folders,  magnetic  tape 
and  punch  cards. 

Retrievability:  The  key  for  retrieval  is  name  or  social  security 
number. 

Safeguards:  Records  are  not  sent  to  records  center  because  they 
are  considered  raw  scientific  data. 

Records  are  destroyed  by  burning  when  research  projects  are 
completed. 

The  military  health  records  are  sent  to  Naval  Manpower  Center, 
Bainbridge,  Maryland  when  an  active  duty  member  completes 
his  tour  of  service. 
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System  managers)  and  address:  Vehicle  Engineering  Research 
Division, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Passenger  Vehicle  Research, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Attention:  Director,  Office  of  Contracts  and  Procurement,  N48- 
30, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  under  ‘Notification  Proce¬ 
dure*  above. 

Contesting  record  procedures:  See  address  under  ‘Notification  Pro¬ 
cedure*  above. 

Record  source  categories:  Personal  medical  history,  personal  re¬ 
sponses  to  test,  medical  examinations,  and  results  of  experimental 
data. 

DOT/NHTSA  454. 

System  name:  Alcohol  Behavior  Research.  DOT/NHTSA. 

System  location:  Under  Auspices  of: 

Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
System  is  located  at: 

13766  S.  Hawthorne  Boulevard, 

Hawthorne,  CA  90250. 

Categories  of  individuals  covered  by  the  system:  Male,  heavy  drink¬ 
ers. 

Categories  of  records  in  the  system:  Self-professed  drinking  ability, 
medical  condition,  personality  traits,  experimental  drinking  data,  ex¬ 
perimental  peHbrmance  data. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Experimenters’  selection 
of  subjects  for  alcohol  and  automobile  control  behavior  research. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  are  kept  in  the  technical  library. 

Retrievahility:  System  is  indexed  by  subject’s  name. 

Safeguards:  Accessible  by  the  experimenter  from  the  locked  stor¬ 
age  cabinet. 

Retention  and  disposal:  Depend  on  the  success  and  longevity  of 
the  particular  line  of  research. 

System  manageKs)  and  address:  Director,  Office  of  Driver  and 
Pedestrian  Research, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

2100  2nd  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Contracts  and  Procurement,  N48-30, 

400  7th  Street,  SW,  Room  5301, 

Washington,  DC  20590. 

Record  access  procedures:  S^  address  in  ’Notification  Procedure* 
above. 

Contesting  record  procedures:  See  address  in  Notification  Proce¬ 
dure*  above. 

Record  source  categories:  Written  examination  filled  out  by  the 
individual  and  experimental  data  collected  during  tests. 

DOT/NHTSA  455. 

System  name:  Debt  Complaint  File.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT),  National 
Higwhway  Traffic  Safety  Administration  ^HTSA), 

Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
NHTSA  on  whom  the  Agency  has  received  contacts  from  creditors 
concerning  indebtedness. 


Categories  of  records  in  the  system:  Letters  and  other  correspond¬ 
ence  from  creditors,  collection  agents,  and  state  and  local  tax  sup¬ 
ported  institutions  with  claims  upon  employees  of  the  NHTSA. 
System  also  contains  copies  of  agency  responses,  employee 
statements  of  intention  to  pay  debts,  and  other  related 
correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  the  system 
may  be  used  by  officials  of  the  agency  to  determine  an  employee’s 
suitability  for  continued  employment. 

Documents  in  the  file  may  be  used  to  substantiate  disciplinary 
actions  related  to  indebtedness. 

Material  in  file  may  be  used  oto  verify  prior  debt  complaints 
from  the  same  creditor  on  the  same  individual  in  order  to 
respond  to  the  creditor’s  current  correspondence. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  stored  in  file  folders. 

Retrievahility:  Indexed  by  name. 

Safeguards:  Records  are  located  in  lockable  file  cabinets  with 
access  limited  to  individuals  with  an  official  need  to  know. 

Retention  and  disposal:  Retained  in  file  for  6  months  following 
separation  or  transfer  of  employee  unless  documents  become  part  of 
disciplinary  or  appeal  files  covered  by  Civil  Service  Commission 
regulations. 

System  manageKs)  and  address:  Director,  Office  of  Personnel  Man¬ 
agement, 

National  Highway  Traffic  Safety  Administration, 

Department  of  Transportation, 

400  7th  Street,  SW,  Room  5306, 

Washington,  I^  20590. 

Notification  procednre:  Individuals  desiring  to  review  information 
aboirt  them  in  the  system  of  records  should  address  inquiries  to  the 
System  Manager.  Individuals  requesting  the  information  should  pro¬ 
vide  their  full  name,  date  of  birth,  and  social  security  number. 

Record  access  procedures:  Individuals  desiring  to  access  informa¬ 
tion  bi  this  system  should  address  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  desiring  to  contest  infor¬ 
mation  in  this  system  of  records  should  address  inquiries  to  the 
System  Manager. 

Record  source  categories:  The  individual  to  whom  the  record 
applies. 

Creditors. 

Tax  supported  institutions. 

Courts. 

DOT/NHTSA  457. 

System  name:  Reference  Files.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  Personnel  Management, 

400  7th  Street,  SW,  Room  5306, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
National  Highway  Traffic  Safety  Administration. 

Categories  of  records  in  the  system:  File  consists  of  reference 
checks,  medical  examination  reports,  and  fitness-for-duty  medical  ex¬ 
amination  reports. 

Routine  uses  of  records  niaintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  the  system 
may  be  used  by  officios  of  the  Agency  to  determine  employee’s 
suitability  for  employment  and  continued  employment. 

Documents  in  the  file  may  be  utilized  as  basis  for  separation 
actions  after  appointment. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  manila  envelopes. 

Retrievahility:  Records  are  retrievable  by  employee  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets.  Access 
is  limited  to  those  whose  official  duties  require  access. 

Retention  and  disposal:  Files  are  maintained  during  period  of 
employment.  Except  for  medical  examination  reports,  which  will  be 
transferred  to  another  agency  if  employee  transfers,  the  records  in 
the  file  are  destroyed  upon  employee  separation.  Medical  examina- 
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tion  records  are  destroyed,  however,  when  inter-agency  transfer  is 
not  the  basis  for  separation. 

System  manager(s)  and  address:  Director,  Office  of  Personnel.  Man¬ 
agement, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW,  Room  5306, 

Washington,  20590. 

Notification  procedure:  Inquiries  about  the  system  of  records 
should  be  directed  to  the  System  Manager.  Individuals  requesting 
information  should  provide  their  name,  mailing  address,  and  social 
security  number. 

Record  access  procedures:  Individuals  who  desire  access  to  or  to 
contest  information  about  them  in  this  system  of  records  should 
contact  the  System  Manager. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure* 
above. 

Record  source  categories:  Previous  Employers. 

Medical  Practitioners. 

Employee  to  whom  the  record  pertains. 

DOT/NHTSA  458. 

System  name:  Investigations  of  Alleged  Misconduct  or  Conflict  of 
Interest.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 

Office  of  Associate  Administrator  for  Administration, 

4(X)  7th  Street,  SW,  Room  5238, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Name  of  individu¬ 
al,  state  or  contractor. 

Categories  of  records  in  the  system:  Copies  of  allegations,  investi¬ 
gations,  audits,  and  recommendations.  ‘ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  assessing  need  for 
corrective  action  as  necessary. 

Available  to  Associate  Administrator  for  Administration, 
individual  assigned  to  the  review  or  investigation,  and 
Secretary  to  the  Associate  Administrator  for  Administration. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  folders  in  safe. 

Retrievability:  Identified  alphabetically  by  name. 

Safeguards:  Safe  combination  is  available  only  to  the  secretary  of 
the  Associate  Administrator  for  Administration  and  secretary  to  the 
Director,  Management  Systems. 

Retention  and  disposal:  Until  one  year  following  final  disposition 
of  case  then  shredd^. 

System  manager(s)  and  address:  Associate  Administrator  for  Ad¬ 
ministration, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  E>epartment  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Attention:  Associate  Administrator  for  Administration,  N48-01, 
400  7th  Street,  SW,  Room  5238, 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure* 
above. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*  above. 

Record  source  categories:  OST  Office  of  Investigations  and  Secu¬ 
rity,  FBI,  Office  of  Audits,  and  internal  investigative  individuals. 
State  and  local  investigative  and  law  enforcement  agencies. 

DOT/NHTSA  459. 

System  name:  Stockton  Increased  DUI  Enforcement/DUI  Citation 
and  Arrest  File.  DOT/NHTSA. 

This  file  will  be  modified  specifically  for  this  project  to  include 
driver’s  license  numbers  and  BAC  levels. 

Other  files  to  be  used  are  already  maintained  by  the  City  of 
Stockton  (traffic  and  criminal  information)  or  will  contain  no 
information  by  which  an  individual  could  be  identified 
(roadside  survey  data). 


System  location:  Under  the  auspices  of  the: 

Department  of  Highway  Traffic  Safety  Administration 
(NHTSA), 

System  is  located  at: 

Department  of  Psychology, 

University  of  the  Pacific, 

Stockton,  CA  95211. 
and  at  the 
Records  Division, 

City  Hall, 

22  East  Market  Street, 

Stockton,  CA  95202. 

Categories  of  individuals  covered  by  the  system:  Persons  cited  and/ 
or  arrested  for  DUI  in  City  of  Stockton. 

Categories  of  records  in  the  system:  Citation  and/or  arrest  records; 
court  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
determine  BACs  of  DUI  offender  and  recidivism  rate  overtime. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Record  are  maintained  on  magnetic  tape  and  cards. 
Retrievability:  By  name  and  driver’s  license  number. 

Safeguards:  Records  will  be  available  for  use  by  professional 
personnel  only  on  evaluation  team. 

Records  will  be  stored  in  a  locked  file  cabinet  in  the  Psycology 
Department  or  on  tape  at  either  computer  center. 

Retention  and  disposal:  Retained  for  10  years. 

System  manageKs)  and  address:  Chief,  Program  and  Demonstra¬ 
tion  Management  Division,  N42-11, 

Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notiflcation  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Attention:  Director,  Office  of  Contracts  and  Procurement,  N48- 
30, 

400  7th  Street,  SW,  Room  5301,' 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure* 
above. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*  above. 

Record  source  categories:  Citation  and/or  Arrest  Records. 
DOT/NHTSA  460. 

System  name:  College  Station/Young  Problem  Driver  Improvement 
Program/  TDIP  Driving  Record  File.  DOT/NHTSA. 

System  location:  Under  the  auspices  of  the: 

Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
System  is  located  at: 

Room  1 14,  Mechanical  Engineering  Shops, 

Texas  Transportation  Institute, 

Texas  A&M  University, 

College  Station,  TX  77840. 

Categories  of  individuals  covered  by  the  system:  Drivers  assigned  to 
participate  in  Driver  Improvement  Training  Program  and  control 
counterparts. 

Categories  of  records  in  the  system:  This  is  a  general  driving 
record  maintained  on  all  drivers  holding  a  valid  Texas  driver’s  li¬ 
cense,  and  includes  such  information  as: 

(1)  Name,  date  of  birth,  and  sex. 

(2)  Date  of  issuance  of  license  and  license  number. 

(3)  Current  address. 

(4)  A  listing  of  all  convictions  and  accidents  for  the  previous  36  ^ 
months. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  livers  and  the  purposes  of  such  uses:  Records  will  be  used  to 
evaluate  the  effectiveness  of  a  driver  improvement  training  program 
in  reducing  the  accident  and  conviction  experience  of  problem  and 
near-problem  drivers. 

Users  are  Evaluation  Specialists  working  on  contract. 

Analysis  of  gross  recidivism  rates  for  near  problem  and  problem 
drivers  will  be  forwarded  to  NHTSA. 
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See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Driving  records  will  be  maintained  as  hard  copy  prin¬ 
touts. 

Retrievability:  System  is  indexed  by  driver’s  license  number. 
Safeguards:  Driving  records  are  maintained  in  coded  files  such 
that  access  by  name  is  not  possible. 

Retention  and  disposal:  Records  will  be  maintained  for  approxi¬ 
mately  30  months  and  then  will  be  burned. 

System  manageKs)  and  address:  Regional  Administrator, 
Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Region  VI  Headquarters, 

819  Taylor  Street,  Room  11A26, 

Fort  Worth,  TX  76102. 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Attention:  Director,  Office  of  Contracts  and  Procurement,  N48- 
30, 

400  7th  Street,  SW,  Room  5301,  , 

Washington,  DC  20590. 

Record  access  procedures:  See  address  in  ‘Notification  Procedure* 
above. 

Contesting  record  procedures:  See  address  in  ‘Notification  Proce¬ 
dure*  above. 

Record  source  categories:  Information  being  maintained  is  obtained 
from  Texas  Department  of  Public  Safety  driver  record  files.  Address: 
Texas  Department  of  Public  Safety, 

Austin,  TX. 

DOT/NHTSA  461. 

System  name:  Hotline-Call  Report  System.  DOT/NHTSA. 

System  location:  Department  of  Transportation  (DOT), 

National  Highway  Traffic  Safety  Administration  (NHTSA), 
Office  of  Defects  Investigation, 

400  7th  Street,  SW,  Room  5328, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Vehicle  owners 
according  to  make/model/year  of  motor  vehicles  owned,  and/or 
according  to  safety  information  requested. 

Categories  of  records  in  the  system:  System' contains: 

Vehicle  defect-related  owner  complaints  or  information. 

Vehicle  or  equipment  failure-related  complaints  or  information. 
Inquiry  groupings  according  to  types  of  ^ety-related 
information  or  written  source-materials  requested. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrp<^  of  such  uses:  System  is  used  to  indicate 
emerging  patterns  of  vehicle  or  vehicle  equipment  failure,  and/or  to 
correlate  such  patterns  with  typographical  or  geographic^  regions, 
in  order  to  support  defect-relat^  NHTSA  investigations  and  vehicle 
recall  actions  as  authorized  by  statute.  Individuals  may  be  contacted 
to  verify  the  accuracy  of  the  information  initially  provided. 

System  is  also  used  to  categorize  the  types  of  informational 
requests  and  safety-relat^  materials  most  requested  and/or 
needed  by  all  users  of  the  Hotline  service. 

System  is  also  used  to  generate  statistical  evaluation  of  Hotline- 
call  volume,  frequency,  service  rendered,  degree  of  safety- 
related  information  recorded  and  utilized  as  a  result  of  the 
Hotline’s  installation. 

Records  may  be  disclosed  to  other  Federal  or  State  agencies  or 
consumer  groups  having  remedial  or  response  jurisdiction 
over  the  individual  complaint  recorded. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  On  hard  copy  and  magnetic  tape. 

Retrievability:  By  name  and  case  number. 

Safeguards:  Appropriate  ADP  procedures  for  safeguarding  data 
are  utilized  with  the  system. 

Retention  and  disposal:  System  is  maintained  in  support  of  an 
experimental  ‘pilot*  program.  Hence,  length  of  record  retention  is 
now  unknown.  Destruction,  when  authorized,  will  be  by  shredder 
(hard  copy)  and  by  deletion  (magnetic  tape). 

System  manageKs)  and  address:  Director,  Office  of  Defects  Inves¬ 
tigation, 


Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

400  7th  Street,  SW, 

Washington,  DC.  20590 

Notification  procedure:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Director,  Office  of  Defects  Investigation, 

400  7th  Street,  SW, 

Washington,  E)C  20590. 

Record  access  procedures:  Same  as  listed  under  ‘Notification  Pro¬ 
cedure'  above. 

Contesting  record  procedures:  Same  as  listed  under  ‘Notification 
Procedure*  above. 

Record  source  categories:  All  information  in  the  system  is  volun¬ 
tarily  submitted  by  vehicle  owners,  individual  citizens,  or  other  inter¬ 
ested  parties. 

DOT/NHTSA  463. 

System  name:  Motor  Vehicle  and  Motor  Vehicle  Equipment  Import. 
DOT/NHTSA. 

System  location:  Department  of  Transportation, 

National  Highway  Traffic  Safety  Administration, 

Office  of  Vehicle  Safety  Compliance, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Importers  or 
declarants  of  imported  motor  vehicles  and  motor  vehicles  equipment, 
both  private  and  commercial. 

Categories  of  records  in  the  system:  Forms  HS-7,  declaration  on 
motor  vehicles  and  motor  vehicle  equip-  ment  subject  to  Federal 
Motor  Vehicle  Safety  Standards. 

Customs  reports  of  declarations  and  inspections. 

Records  relating  to  refusal  of  entry  or  penalties,  and  in  some 
instances  law  enforcement  and  court  records  in  alleged  fraud 
cases. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  monitoring 
compliance  with  Federal  Motor  Vehicle  Safety  Standards  by 
NHTSA. 

Records  may  be  released  to  the  Environment^  Protection 
Agency  for  compliance  with  the  Clean  Air  Act  and  to  the 
U.S.  Customs  Service  for  import  requirements. 

Released  to  State  divisions  of  motor  vehicles  for  state  purposes 
and  to  law  enforcement  agencies  in  alleged  fraud  cases. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  forms  and  computer  disc  tapes. 

Retrievability:  By  name  of  importer  or  declarant,  addressee(s) 
vehicle  or  vehicle  identification,  customs  district  and  entry  number, 
and  port  of  entry. 

Safeguards:  Disc  or  tape  may  be  accessed  only  by  discrete  identifi¬ 
cation  code  known  to  the  System  Manager  and  staff. 

Hard  paper  copies  are  maintained  in  locked  cabinets. 

Retention  and  disposal:  Hard  paper  copy  is  retained  one  year  if  no 
official  claims  are  lodged  against  importer  or  declarant. 

Disc  and  tap»  retained  for  period  of  U.S.  Customs  Service 
statute  of  limitations  before  erasure. 

System  managerfs)  and  address:  Team  Leader,  Customs  Unit, 

Office  of  Vehicle  Safety  Compliance, 

National  Highway  Traffic  Safety  Administration, 

Department  of  Tansportation, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  ‘System  Manager.* 

Record  access  procedures:  Same  as  ‘System  Manager.* 

Contesting  record  procedures:  Same  as  ‘System  Manager.* 

Record  source  categories:  Data  is  obtained  from  forms  executed  by 
importers  or  declarants  for  the  NHTSA,U.S.  Customs  Service,  and 
the  Environmental  Protection  Agency. 

DOT/NHTSA  465. 

System  name:  Improved  Motorcyclist  Licensing  and  Testing  Project 
(IMLTP). 

System  location:  Department  of  Motor  Vehicles,  • 

Division  of  Electronic  Data  Processing  Service, 
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2415  First  Avenue, 

Sacramento,  California  95818. 

Categories  of  indiriduals  covered  by  the  system:  Applicants  for 
original  motorcycle  license  or  endorsement. 

Categories  of  records  in  the  system:  Name,  Driver’s  License 
Number,  Address,  Birthday,  Sex,  Vocational  level.  Previous  Experi¬ 
ence  Riding  Motorcycles,  Application  Data,  Knowledge  Test  Total 
Scores  and  Item  Scores,  Knowledge  Test  Administration  Date,  Mini- 
Skill  Test  Total  Scores  and  Item  Scores,  Drive  Test  Administration 
Date,  Drive  Test  Total  Scores  and  Item  Scores,  Remedial  Skills 
Training  Data,  Date  Attended  Remedial  Skills  Training,  Accident 
and  Conviction  Record  Since  Date  of  Application. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Evaluation  Specialist 
will  use  the  system  for  the  following: 

To  evaluate  the  effect  of  the  licensing  programs  on  accidents 
and  convictions. 

To  determine  the  validity  of  the  tests. 

To  evaluate  the  effect  of  remedial  skills  training  on  subsequent 
accidents  and  convictions. 

To  evaluate  the  influence  of  applicant  characteristics  on  the 
licensing  rate  and  on  the  accident  reducing  effectiveness  of  the 
licensing  program. 

To  prepare  management  information  system  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievability:  By  I.D.  Number  of  drivers  license  Number. 
Safeguards:  The  contents  of  the  collected  data  will  not  be  availa-.. 
ble  to  any  public  source.  The  Tape  Library  is  in  a  locked  room  with 
controlled  access. 

Retention  and  disposal:  ilie  records  will  be  kept  on  tape  until  ten 
years  after  completion  of  the  study.  Then  the  ID  No.,  Application 
No.  or  Drivers  License  No.  will  be  erased,  and  the  records  will  be 
available  to  other  researchers. 

.  System  managerfs)  and  address:  Chief, 

Program  and  Demonstration  Management  Division, 

ODPP.  Room  5130, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  should  be  directed  to: 

Department  of  Transportation 

National  Highway  Traffic  Safety  Administration 

Room  5301, 

400  7th  Street,  SW, 

Washington,  I^  20590 

Atten:  Director,  Office  of  Contracts  and  Procurement  (N48-30). 
Record  access  procedures:  Write  or  contact  System  Manager. 
Contesting  record  procedures:  All  of  the  information  in  the  system 
comes  from  the  motorcycle  subject  file,  the  Driver’s  License  Exam¬ 
iner  file,  or  the  driver’s  license  files  of  the  State  of  California. 

DOT/NHTS  A  466. 

System  name:  National  Highway  Traffic  Safety  Administration  Em¬ 
ployee  Travel  Advances  and  Expense  File. 

System  location:  Room  4103, 

DOT  Headquarters  Building, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  NHTSA  Employ¬ 
ees  at  Headquarters  and  the  ten  Regional  Offices 

Intergovernmental  Personnel  Act  Employees  of  NHTSA 
Temporary  Employees  of  NHTSA 
Categories  of  records  in  the  system:  Employee  Name 
Employee  Number 
Travel  Order  Number 
Travel  Advances  Outstanding:. 

Continuing  Advance  Amount  and  date  issued 

Trip  advance  amount  and  date  issued 

Change  of  Station  advance  amount  and  date  issued 

Payments  of  advances 

Travel  Expense: 

Subsistence 

Transportation  of  Persons 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  accountabil¬ 
ity  of  travel  and  transportation  costs  by  object  class  for  each  allottee 
-  Budget  and  Accounting  Report  •  RIC-0031. 


To  control  funds  advanced  to  employees  for  travel  and  change 
of  station. 

To  record  detail  of  transactions  processed  for  each  budget 
allotment/allowance  -  Operating  Budget  -  RIC09032. 

•Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Original  records  are  maintained  by  the  Office  of  Financial 
Management  as  follows: 

Travel  Orders,  DOT  1500.3  and  IX)T  1500.4 

Travel  Vouchers,  SF-1012 

Travel  Advance  Record,  DOT  1500.5 

Data  coded  from  these  documents  are  keypunched  to  cards  and 
proceessed  for  disc  storage. 

RetrievabUity:  Job  controls  (JCL’s)  for  retrieving  data  for  periodic 
reports  are  maintained.  Each  report  is  identified  by  Report  I.D.  and 
by  Report  Name. 

Safeguards:  JCL’s  are  kept  in  a  locked  cabinet  under  custody  of 
System  Manager. 

Retention  and  disposal:  Original  Records  are  retained  in  accord¬ 
ance  with  the  Comptroller  General’s  requirements  for  record  reten¬ 
tion. 

Punched  cards  are  disposed  of  three  months  after  processing  as 
input  to  disc. 

Hard  copies  of  reports  are  retained  for  one  year. 

System  managerfs)  and  address:  Chief, 

Accounting  Operations 
Room  4103, 

Office  of  Financial  Management 
400  7th  Street,  SW 

National  Highway  Traffic  Safety  Administration 
Washington,  DC  20590. 

Notification  procedure:  Address  all  inquiries  to: 

Privacy  Act  Coordinator,  Room  4103 
Office  of  Financial  Management 
National  Highway  Traffic 'Safety  Administration 
400  7th  Street,  SW 
Washington,  DC  20590 

Request  for  data  may  be  made  by  any  employee  of  NHTSA 
concerning  the  employee’s  own  record.  Request  must  be  in 
writing  and  must  identify: 

System  Name:  DOT/NHTSA  Travel  Advances  and  Expense 
Employee  Number 
Employee  Name 

Record  access  procedures:  All  inquiries  as  to  procedures  for  gain¬ 
ing  access  to  and  Contesting  records  shall  be  directed  to: 

Privacy  Act  Coordinator  •  Room  4103 
OfHce  of  Financial  Management 
National  Highway  Traffic  Safety  Administration 
400  7th  Street,  SW 
Washington,  DC  20590 

Contesting  record  procedures:  DOT  Form  1500.2  Application  and 
Accoimt  for  Advance  of  Funds 

EXIT  Form  1500.3  Travel  Order  for  Temporary  Duty 
DOT  Form  1500.4  Travel  Order  for  Permanent  Change  of 
Station 

SF-1012  Travel  Expense 

DOT/NHTSA  467. 

System  name:  Driver  Programs  Data  System  (DOT/NHTSA).  Safe 
Performance  Secondary  School  Driver  Education  Curriculum/ 
Demonstration  Project  Analysis  File. 

System  location:  Battelle-Columbus  Laboratories  (BCL),  505  King 
Avenue,  Columbus,  Ohio  43201. 

Categories  of  individuals  covered  by  the  system:  15-16  year  old, 
non-licensed  DeKalb  County,  Ga.,  High  School  student  volunteers 
for  Driver  Education. 

Categories  of  records  in  the  system: 

(a)  DeKalb  County  School  System  Records: 

(1)  Student  Entry  Data  consisting  of  name,  DeKalb  County 
student  number,  driver’s  license  number,  student  project 
number  (a  unique  number  assigned  to  each  student 
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participating  in  the  project),  birthdate,  sex,  Mgh  school,  site, 
socioeconomic  status  index,  term  of  instruction,  driver’s 
education  groups  Safe  Performance  Curriculum  (SPC),  Pre- 
Driver  Licensing  Curriculum  (PDL),  and  Control  Group.  (2) 
DeKalb  County  Student  Master  Data  consisting  of  grade  point 
average,  address,  sch^ule  information,  driver  ^ucation 
teacher,  driver  education  class,  changes  in  student  status, 
transferring  schools  within  DeKalb  County,  leaving  the 
DeKalb  County  School  District.  (3)  Driver  Education  Project 
Information  consisting  of  driver  education  test  scores,  pretest, 
unit  tests,  skill  tests,  post  test,  result  of  driving  habit  survey(s). 
(b)  Driver  History  File  consisting  of  student  project  number, 
cumulative  number  of  points,  name/date/length  of 
suspensions,  restrictions  on  driving,  issue  date  of  driver’s 
license/leamer’s  permit,  exam  date  of  driver’s  test,  habitual 
offender/date,  currently  licensed,  record  of  each  citation;  type 
of  violation(s),  date  of  violation,  number  of  points  for  each 
violation,  accident  involved,  license  suspended/reyoked,  (c) 
Accident  History  File  consisting  of  citation  to  project  person, 
one  vehicle  or  multi-vehicle  accident,  pedestruui^icyclist 
accident,  date  of  accident,  violations  for  this  accident,  type  of 
accident,  property  damage/injury/fatality,  number  of  injuries, 
number  of  fatalities,  position  in  car  of  injured/dead,  severity 
of  injuries. 

Authority  for  maintenance  of  the  system:  Highway  Safety  Act  of 
1966,  Section  403. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Battelle-Columbus  Labo¬ 
ratories  at  six  month  intervals  will  evaluate  the  effectiveness  of  Safe 
Performance  Curriculum  as  a  driver  education  program  and  report 
results  to  NHTSA  program  manager. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  automated  records  are  stored  at  Battelle-Columbus 
Laboratories  (BCL)  on  magnetic  tape  and  disk.  The  manual  records 
are  kept  in  files  in  a  physic^ly  secured  room. 

Retrievability:  The  manual  records  are  indexed  by  student  project 
number  to  preclude  the  use  of  names.  However,  the  automated  rec¬ 
ords  can  also  be  retrieved  by  name,  address,  birthday  and  Georgia 
drivers  license  number. 

Safeguards:  The  contents  of  the  collected  data  will  not  be  availa¬ 
ble  to  any  public  source.  Records  are  maintained  in  a  secure  area 
with  controlled  access.  In  addition,  access  to  the  computer  system  is 
through  the  use  of  account  numbers. 

Retention  and  disposal:  All  client  data  will  be  retained  until  proj¬ 
ect  termination,  at  that  time  de-identifled  (ID  number,  DL  number, 
and  name  removed)  copies  of  the  analysis  file  will  be  submitted  to 
the  Office  of  Driver  and  Pedestrian  Programs,  NHTSA,  Washington, 
D.C.,  and  to  other  research  organizations  specifically  requesting  the 
de-identified  data,  as  per  NHTSA  approval. 

System  manageris)  and  address:  Department  of  Transportation, 
Chief,  Program  and  Demonstration  Management  Division,  National 
Highway  Traffic  Safety  Administration,  Room  5130,  400  7th  Street 
SW.,  Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  or  write  to  the  System  Man¬ 
ager. 

Contesting  record  procedures:  Initiate  requests  for  changes  to  rec¬ 
ords  by  writing  to  Systems  Manager. 

Record  source  categories:  DeKalb  County,  Ga.,  school  system 
records,  Georgia  Department  of  Public  Safety  Driving  Records. 

DOT/NHTSA  468 

System  name:  New  Jersey  Novice  Driver  Evaluation  Project 

System  location:  New  Jersey  Division  of  Systems  and  Communi¬ 
cations 

River  Road 

West  Trenton,  New  Jersey 

Categories  of  individuals  covered  by  the  system:  Selected  New 
Jersey  drivers  under  the  age  of  20,  during  the  period  1975  through 
1983. 

Categories  of  records  in  the  system:  Driver  license  number,  bio¬ 
graphical  information,  DMV  records,  driver  education/driver  im¬ 
provement  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llie  data  will  be  used  to 
evaluate  the  effectiveness  of  New  Jersey’s  Probationary  Driver  Pro¬ 
gram  in  reducing  the  incidence  of  accidents  and  violations  among 


novice  drivers.  Statistical  comparisons  will  be  made  of  group  acci¬ 
dent  and  violation  rates  to  determine  overall  component  effectiveness 
of  the  project.  No  use  will  be  made  of  any  single  individual’s  data. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  will  be  maintained  on  storage  mediums  of  mag¬ 
netic  tape  and  disc. 

Retrievability:  Driver  license  number 

Safeguards:  Data  will  not  be  available  to  any  public  source. 
Records  are  maintained  in  a  secure  area  with  controlled  access 
through  the  use  of  both  an  account  number  and  an  access  privacy 
code. 

Retention  and  disposal:  All  subject  data  will  be  retained  until 
project  termination.  At  that  time,  de-identifled  copies  of  the  analysis 
file  will  be  submitted  to  Office  of  Driver  and  P^estrian  Programs, 
NHTSA,  Washington,  D.C.,  and  to  other  research  organizations  spe¬ 
cifically  requesting  the  de-identified  data,  as  per  NHTSA  approval. 

System  managerfs)  and  address:  Contract  Technical  Manager 
Demonstration  Evaluation  Division,  NTS- 12 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  8  above. 

Record  source  categories:  New  Jersey:  Driver  License  Records 
State  Police  Accident  Records 
Municipal  Police  Accident  Reports 
High  School  Driver  Education  Records 
Municipal  Court  Reporting  System 
Probationary  Driver  Program  Records 

DOT/NHTSA  469 

System  name:  Survey  on  Low  Damage  Accidents  Involving  Bump¬ 
ers. 

System  location:  Westat  Inc. 

1 1600  Nebel  Street 
Rockville,  Maryland  20852 

Categories  of  individuals  covered  by  the  system:  Selected  auto¬ 
mobile  owners  within  continental  United  States. 

Categories  of  records  in  the  system:  Vehicle  inventory,  characteris¬ 
tics  of  incidents  (i.e.,  object  struck,  point  of  contact  on  car,  miles  per 
hour,  place,  date,  etc.),  damage  to  property  and/or  people  and  expo¬ 
sure  of  car. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  will  be  used  by 
NHTSA  to  evaluate  the  effectiveness  of  bumpers  designed  to  meet 
the  requirements  of  Federal  Motor  Vehicle  Safety  Standard  215  or 
Title  I  of  the  Motor  Vehicle  Information  and  Cost  Savings  Act  in 
reducing  vehicle  damage  in  low-speed  collisions.  See  Prefatory  State¬ 
ment  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape 

Retrievability:  Serial  number  assigned  to  case. 

Safeguards:  (a)  Interviewers  will  keep  completely  confidential 
respondent  identifiers  and  information  collected,  (b)  Survey  instru¬ 
ments  containing  respondent  identifiers  will  be  stoi^  in  locked  cabi¬ 
nets  or  locked  room,  (c)  Respondent  identifiers  will  not  be  part  of 
the  machine  record,  (d)  Upon  completion  of  the  pilot  study,  respond¬ 
ent  identifiers  will  destroyed.  Retrievability  Information:  These 
records  are  retrieved  by  Name,  Address,  and  Phone  Number. 

Retention  and  disposal:  Upon  completion  of  the  pilot  phase,  re¬ 
spondent  identifiers,  i.e.,  names,  addresses  and  telephone  numbers 
will  be  destroyed.  Survey  instruments  will  be  kept  until  the  comple¬ 
tion  of  the  main  survey  and  then  destroyed.  Records  will  be  kept  on 
tape  and  after  completion  of  the  main  survey  will  be  turned  over  to 
the  Contact  Technical  Manager. 

System  manageris)  and  address:  Contract  Technical  Manager 
Office  of  Program  Evaluation 
National  Highway  Traffic  Safety  Administration 
Room  5212,  400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5301,  400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Attn:  Director,  Office  of  Contracts  and  Procurement 
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Record  access  procedures:  Contact  System  Manager 

Record  source  categories:  All  of  the  information  in  the  system  will 
be  supplied  by  the  individual  himself. 

DOT/OSTOOl. 

System  name:  General  Employee  Records  System.  DOTA>ST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

400  7th  Street,  SW,  Room  10320A  and  10314, 

Washington.  DC  20S90. 

Categories  of  individuals  covered  by  the  system:  Current  employees 
of  the  Office  of  Management  Planning. 

Categories  of  records  in  the  system:  This  system  consists  of  copies 
of  Time  and  Attendance  cards  of  id  employees  in  the  Office  of 
Management  Planning  and  the  Office  of  the  Assistant  Secretary  for 
Administration,  showing  what  their  pay  status  was  at  any  particular 
time.  Maintenance  of  &nployee  Records  (SF-7B)  for  all  employees 
in  the  Office  of  Management  Systems.  Retention  of^xipies  of  paid 
travel  vouchers  for  certain  employees  of  the  Department  of  Trans¬ 
portation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  to  provide  a  readily  available  source  of  reference  for 
organizational  planning;  ready  reference  as  to  attendance;  general 
idea  of  how  travel  fun^  are  being  utilized. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders,  on  index 
cards,  and  in  file  boxes. 

Retrievability:  These  records  are  maintained  chronologically  by 
name;  by  individual  division;  and,  individual  regions. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
persons  whose  official  duties  require  such  access.  Files  are  main¬ 
tained  in  room  10324  which  is  locked  during  non-work  hours.  The 
system  manager’s  secretary  is  responsible  for  screening  people  who 
wish  to  use  the  files,  for  filing,  and  for  maintenance  of  the  files. 

Retention  and  disposal:  The  records  are  maintained  while  the 
individuals  are  employed  in  the  Office  of  Management  Planning. 

System  managerfs)  and  address:  Director  of  Management  Planning, 
Department  of  Transportation, 

Office  of  the  Secretary, 

TAD-20,  Room  10324, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Notification  procedure:  Any  individual  who  wishes  to  inquire  as  to 
whether  this  system  contaiiis  records  about  him  may  write  to: 


Office  of  Management  Planning, 
Director’s  Secretary, 

400  7th  Street,  SW,  Ro(»n  10324, 


Washington,  20590. 

The  written  request  should  include  the  individual’s  social 
security  number  or  a  notarized  signature.  An  individual  who 
wishes  to  make  an  inquiry  in  person  should  present  himself 
and  his  DOT  building  pass  to: 

Director’s  Secretary, 

400  7th  Street,  SW,  Room  10324, 

Washington,  li)C  20590. 

Record  access  procedures:  Employees  who  wish  to  gain  access  or 
contest  their  records  should  contact: 

Department  of  Transportation, 

Office  of  the  Secreta^, 

Director  of  Management  Planning, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Contesting  record  procedures:  Same  as  ^Record  Access  Procedure* 
above. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual*to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

.  DOT/OST003. 

System  name:  Allegations  of  Infringement  of  United  States  Patents. 
DOT/OST. 

System  location:  Office  of  the  Secretary  of  Tran^xirtation, 

Office  of  the  General  Counsel, 


400  7th  Street.  SW,  Roomm  10424, 

Washington,  DC,  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
believe  that  an  agency  of  the  Department  of  Transportation  is  in¬ 
fringing  a  United  States  patent  owned  by  the  individual. 

Categories  of  records  in  the  system:  Copies  of  correspondence 
alleging  that  agencies  of  the  Department  of  Transportation  have 
infringed,  or  are  infringing.  United  States  patents  owned  by  the 
originators  of  the  correspondence.  Copies  of  replies  by  the  Depart¬ 
ment  Patent  Counsel  to  the  originator  of  the  allegation.  Copies  of 
correspondence  forwarding  the  allegation  to  the  particular  Apart¬ 
ment  agency  accused  for  their  comment;  their  replies  to  Patent 
Counsel.  Copies  of  corre^xmdence  between  the  Department  of 
Transportatimi  and  the  Department  of  Justice  concerning  the  allega¬ 
tions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  record  of 
allegations  and  Patent  Counsel’s  actions  thereon. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets. 

Retoievability:  Indexed  individually  by  name  in  alphabetical  se¬ 
quence. 

Safeguards:  Records  are  disclosed  only  to  individuals  with  estab¬ 
lished  legal  interest  or  legd  ‘need  to  know.* 

Retmtion  and  disposal:  Transfer  to  Federal  Records  Center  two 
years  after  close  of  file;  Destroy  25  years  after  close  of  file. 

System  manageKs)  and  address:  Mail  Address: 

Patent  Counsel,  C-15, 

U.S.  Department  of  Transportation, 

Washington,  DC  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10424 
Notification  procedure:  Apply  to  System  Manager 
Record  access  procedures:  Apply  to  System  Manager 
Contesting  record  procedures:  Apply  to  System  Manager 
Record  source  categories:  Patent  owners. 

DOT/OST  004. 

System  name:  Board  for  Correction  of  Military  Records  (BCMR). 
DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10424, 

Washington,  D.C.  20590 

Cat^ories  of  individuals  covered  by  the  system:  Military  personnel 
requesting  the  Board  for  Correction  of  Military  Records  to  correct 
their  military  records. 

Categories  of  records  in  the  system:  Copies  of  actions  of  the 
Gener^  Counsel  acting  under  delegated  authority  approving  (»’  dis¬ 
approving  BCMR  cases. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  Used  as  a  record  of  the 
General  Counsel’s  action  in  individual  BCMR  cases. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets  (Conserv-a-File). 
Retrievability:  Indexed  individually  by  name  in  alphabetical  se¬ 
quence. 

Safeguards:  Files  are  kept  in  the  office  of  the  Assistant  General 
Counsel.  Requests  are  referred  to  the  Executive  Secretary,  BCMR. 
Retention  and  diqKMal:  Retire  in  3  years;  destroy  in  6  years. 
System  managerfs)  and  address:  Mail  Address: 

Assistant  General  Counsel  for  Environmental,  Civil 
Rights  and  General  Law,  C-10, 

U.S.  Department  of  Transportation 
Washington,  D.C.  20590 
Office  Location: 

400  7th  Street,  SW,  Room  10424 
Notification  procedure:  Contact  System  Manager 
Record  access  procedures:  Contact  System  Manager 
Contesting  record  procedures:  Same  as  ’Record  Access  Procedure*. 
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Record  source  categories:  Official  agency  records;  hearings,  docu¬ 
mentary  material  from  outside  the  agency. 

DOT/OST  006. 

System  name:  Conndential  Statement  of  Employment  and  Financial 
Interests.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10424, 

Washington  E)C  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Department  of  Transportation  in  supervisory  or  other  positions 
where  a  conflict  of  interest  or  the  appearance  of  a  conflict  of  interest 
might  occur.  Also  included  in  this  category  are  Consultants  and 
Experts  of  the  Department  of  Transportation. 

Categories  of  records  in  the  system:  Information  on  employment 
and  financial  interests  and  debts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  to  be 
furnished  is  required  by  Executive  Order  11222  and  the  regulations 
of  the  Office  of  Personnel  Management  (OPM)  issued  thereunder  and 
may  not  be  disclosed  except  as  the  OPM  or  the  agency  head  may 
determine.  The  purpose  of  the  use  of  this  information  is  to  avoid  a 
conflict  of  interest  or  the  appearance  of  a  conflict  of  interest  in  DOT 
employees. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Accordion  •  type  file  folder. 

Retrievability:  Indexed  individually  by  name  in  alphabetical  se¬ 
quence. 

Safeguards:  Records  are  stored  in  safe. 

Retention  and  disposal:  Records  are  kept  3  years  and  then  de¬ 
stroyed. 

System  managerfs)  and  address:  Mail  Address: 

Deputy  General  Counsel,  C-2, 

U.S.  E>epartment  of  Transportation, 

Washington,  D.C.  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10428  11 

Inquiries  may  be  addressed  to  the  Deputy  General  Counsel  either 
in  person  or  in  writing.  If  written  the  individual  must  provide  a 
notarized  signature. 

Record  access  procedures:  Access  to  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  Deputy  General  Counsel. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  Deputy  General  Counsel. 

Record  source  eateries:  Statements  of  employment  and  financial 
interests,  creditors,  interests  in  real  property  are  submitted  by  em¬ 
ployees  and  consultants  of  the  Department  of  Transportation.  Initial 
requests  for  submission  of  statements  are  through  the  Office  of  Per¬ 
sonnel  and  Training. 

DOT/OST  008. 

System  name:  Departmental  Advisory  Committee  Files.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  Executive  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Present  and  former 
members  of  Departmental  Advisory  Committees. 

Categories  of  records  in  the  system:  Individual  index  card  member¬ 
ship  file  listing  name,  address,  occupation,  committee  name,  and  term 
of  appointment. 

Biographical  information  on  committee  members. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  prepare  reports 
required  by  the  Congress  and  the  Office  of  Management  and  Budget. 
To  answer  inquiries  on  the  membership  status  of  individuals 
received  from  Departmental  elements  as  well  as  from  public 
and  private  organizations  and  individuals. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  3x5  index  card  file. 


File  folders. 

Retrievability:  Alphabetically  by  individual’s  name. 

Alphabetically  by  committee  name. 

Safeguards:  Files  kept  in  locked  room,  accessible  only  by  permis¬ 
sion  of  the  Committee  Records  Manager. 

Retention  and  disposal:  Maintained  indefinitely. 

Retired  to  Federal  Records  Center  within  five  years  after  a 
committee  becomes  inactive. 

System  manager(s)  and  address:  Executive  Secretary/DOT  Com¬ 
mittee  Management  Officer, 

Department  of  Transportation, 

Office  of  the  Secret^, 

Office  of  the  Executive  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager.  Fqjl,  correct  name  of  advisory  committee,  if  known,  will 
facilitate  location  of  information. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 
directed  to  the  Secretary  of  Transportation,  if  request  for  modifica¬ 
tion  or  deletion  is  denied. 

Record  source  categories:  Information  supplied  by  the  Committee 
Sponsor. 

DOT/OST  010, 

System  name:  Departmental  Personnel  Management  Information 
System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Computer  Center, 

400  7th  Street,  SW,  Room  2401, 

Washington,  I^  20590. 

Informatics,  Inc., 

Six  Kings  Bridge  Road, 

Fairfield,  New  Jersey  07006. 

Categories  of  individuals  covered  by  the  system:  Federal  civilian 
employees  of  the  U.  S.  Department  of  Transportation. 

Categories  of  records  in  the  system:  Personnel  Records  and  Train¬ 
ing  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Issue  automated  records 
to  the  Office  of  Personnel  Management. 

Submit  personnel  reports,  summaries  and  name  listings  to  the 
Office  of  Personnel  Management,  Office  of  Management  and 
Budget,  U.  S.  Department  of  Commerce,  U.S.  Congress,  and 
other  government  agencies. 

Develop  statistical  summaries  and  name  listings  for  use  in 
performing  personnel  management  functions  and  other 
manpower  and  budgetary  functions  of  the  Department. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Tapes  and  Disks. 

Retrievability:  Social  Security  Number. 

Safeguwds:  Transportation  Computer  Center  maintains  both  physi¬ 
cal  security  and  personal  access  by  retrieve/access  procedures  and 
secured  storage  and  operative  areas. 

Retention  and  disposal:  The  personnel  records  are  maintained  for  a 
3  year  period  while  the  training  records  will  be  maintained  for  a  10 
year  period.  The  records  dispo^  by  blending  the  magnetic  tapes  or 
disks. 

System  manageris)  and  address:  Director  of  Personnel  and  training, 
D^artment  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  The  individual  may  address  the  Office  of 
Personnel  and  Training  (Director  of  Personnel  and  Training),  in 
person  or  in  writing,  at  the  above  address. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*. 

Contesting  record  procedures:  Contest  of  these  records  will  be  to 
the  Office  of  Personnel  and  Training.  If  resolution  is  not  satisfactory 
to  the  individual,  an  appeal  may  be  filed  with^the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
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Department  of  Transportation, 

Office  of  The  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10428, 

Washington,  20S90. 

Record  source  categories:  Standard  Form  50  (Notification  of  Per¬ 
sonnel  Action). 

Standard  Form  52  (Request  for  Personnel  Action). 

Standard  Form  171  (Personnel  QUALIFICATIONS  Statement). 
Standard  Form  1126  (Pay  Change  Action). 

Optional  Form  170  (Training)  and  other  internal  training  forms. 
Internal  Forms  (Minority  Identification  Record). 

DOT/OST  OIL 

System  name:  Discrimination  Complaint  Investigative  Files.  DOT/ 
OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Departmental  Office  of  Civil  Rights, 

Complaints  Division, 

2100  Second  Street,  SW,  Rm  5300, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Complaints  of 
discrimination  by  employees  of,  and  applicants  to,  the  Department. 
Complaints  of  discrimination  by  individuals  affected  by  departmental 
programs  for  which  the  Department  has  compliance  responsibility. 
Categories  of  records  in  the  system:  Formal  complaint. 

Personnel  record  information. 

Racial-ethnic  data. 

Investigative  reports. 

Affidavits. 

Departmental  decision. 

Hearing  transcript,  if  hearing  is  held. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Ctmplaints: 
Investigation  and  adjudication  of  complaint  by  the  Departmental 
Office  of  Civil  Rights. 

Referral  to  the  General  Counsel  and,  upon  request,  to  the 
appropriate  U.S.  Attorney’s  Office,  if  complainant  files  suit  in 
court. 

Referral  to  the  Civil  Service  Commission  (CSC)  if  complainant 
requests  a  hearing  or  appeals  a  Departmental  decision. 

Referral  to  the  CSC  for  investigation  of  complaint. 

Information  copies  to  the  Civil  Rights  Office  of  the  employee’s 
administration  and  to  the  employee. 

External  Complaints: 

Referral  to  Office  of  Federal  Contract  Compliance  (OFCQ  of 
discrimination  complaints  relating  to  employment. 

Referral  to  opera'ting  administration  with  compliance 
responsibility  of  class-action  complaints,  for  purpose  of  a 
compliance  review. 

Investigation  by  Departmental  Office  of  Civil  Rights  personnel 
of  Title  VI  complaints. 

Referral,  upon  request,  to  Department  of  Justice,  which  has 
overall  program  responsibility  for  Title  VI  enforcement. 
Referral  to  General  Counsel  when  conciliation  fails  and  sanction 
action  is  anticipated. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  inactices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Alphabetically  within  operating  administration. 
Safeguards:  Maintained  in  locked  file  cabinets  in  a  locked  room. 
Retention  and  disposal:  Maintained  three  years,  then  retired  to 
NARS. 

System  manageris)  and  address:  Director  of  Civil  Rights, 
Department  of  Transportation, 

Office  of  the  Secretary, 

Director  of  Civil  Rights, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  Systmn  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 


directed  to  the  Secretary  of  Transportation,  if  request  for  modifica¬ 
tion  or  deletion  is  denied. 

Record  source  categories:  Information  provided  by  the  complain¬ 
ant. 

Personnel  files  and  employment  records. 

Interviews  with  witnesses. 

DOT/OST  012. 

System  name:  Files  Relating  to  Personnel  Hearings.  DOT/OST. 
System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10424, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Certain  employees 
of  the  Office  of  the  Secretary  who  have  availed  themselves  of  the 
opportunity  for  a  hearing  in  certain  personnel  matters. 

Categories  of  records  in  the  system:  A  record  of  the  legal  services 
performed  and  reference  material  for  future  cases. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  agency  manage¬ 
ment  in  the  preparation  and  conduct  of  administrative  hearings. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets  (Conserv-a-File). 
Retrievabilitsr:  Indexed  individually  by  name  in  alphabetical  se¬ 
quence.  • 

Safeguards:  Files  are  kept  in  the  office  of  the  Assistant  General 
Counsel. 

Retention  and  disposal:  Retire  in  3  years;  destroy  in  6  years. 
System  managerfs)  and  address:  Mail  Address: 

Assistant  General  Counsel  for  Environmental,  Civil  Rights  and 
General  Law,  C-10, 

U.S.  Department  of  Transportation, 

Washington,  D.C.  20590. 

Office  Location: 

400  7th  Street,  SW.  Room  10424 
Notification  procedure:  Apply  to  System  Manager 
Record  access  procedures:  Apply  to  System  Manager 
Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Official  agency  records;  hearings;  docu¬ 
mentary  material  from  outside  the  agency. 

DOT/OST  013. 

System  name:  Employee  Management  Convenience  Files  -  Office  of 
Inspector  General  Regional  Offices. 

System  location:  Regional  Manager, 

Office  of  Inspector  General  (OIG),  DOT-OST, 

12  New  England  Executive  Park, 

Burlington,  MA  01803. 

Regio^  Manager,  OIG. 

181  South  Franklin  Avenue, 

Valley  Stream,  NY  11581. 

Regional  Manager,  OIG. 

1568  Willingham  Drive, 

Atlanta,  GA  30337. 

Region^  Manager,  OIG. 

Suite  710, 

300  South  Wacker  Drive, 

Chicago,  IL. 

Regional  Manager,  OIG. 

Room  10A34, 

Federal  Office  Building, 

819  Taylor  Street, 

Fort  Worth,  TX  76102. 

Regional  Manager,  OIG. 

9150  West  Jewell  Avenue,  Room  105, 

Etenver,  CO  80226. 

Regional  Manager,  OIG. 

Suite  214, 

1  Embarcadero  Center, 

San  Francisco,  CA  941 1 1. 

Regional  Manager,  OIG. 

Federal  Office  Building, 

915  Second  Avenue, 

Room  3198, 

Seattle,  WA  98174. 
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Regional  Manager,  OIG. 

601  East  12th  Street,  Room  113, 

Kansas  City,  MO  64106. 

Categories  of  individuals  covered  by  the  system:  Present  employees. 

Categories  of  records  in  the  system:  Performance  Evaluation  Rec¬ 
ords,  Position  Descriptions,  SF-171s. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employment,  pay  and 
performance  evaluations. 

Used  by  supervisor  and  administrative  personnel  in  preparation 
of  personnel  documents. 

See  ftefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Safe  and  File  cabinets. 

Retrievability:  By  name. 

Safeguards:  Locked  safe  and  files. 

Retention  and  disposal:  Retained  for  current  employment.  De¬ 
stroyed  by  shredding. 

System  manageKs)  and  address:  Office  of  Resources  Management, 
JP-30, 

E>epartment  of  Transportation, 

Office  of  the  Secreta^, 

Office  of  Inspector  General, 

400  7th  Street,  SW,  Room  9200, 

Washington,  DC  20S90. 

Notification  procedure:  Department  of  Transportation, 

Office  of  the  Srcretary, 

Office  of  Inspector  General, 

Assistant  Inspector  General  for  Policy,  Planning  and 
Resources,  JP-30, 

400  7th  Street,  SW,  Room  9200, 

Washington,  DC  20590. 

Record  access  procedures:  Current  employees  may  have  access  to 
contents  through  the  System  Manager. 

Contesting  record  procedures:  Current  employees  may  contest  con¬ 
tents  through  the  System  Manager. 

Record  source  categories:  Subject,  supervisor,  responsible  official, 
personnel  and  payroll  offices.  ' 

DOT/OST  014. 

System  name:  Employment  Applications  Files.  DOT/OST. 

System  location:  The  following  Secretarial  Offices  located  at: 
400  7th  Street,  SW, 

Washington,  DC  20590: 

Office  of  the  ^puty  Secretary,  S-2. 

Special  Assistants  to  the  Secretary,  S-3  through  S-9. 

Office  ot  the  Executive  Secretary,  S-10. 

Contract  Appeals  Board,  S-20. 

Office  of  Civil  Rights,  S-30. 

Categories  of  individuals  covered  by  the  system:  Prospective  em¬ 
ployees. 

Categories  of  records  in  the  system:  Resumes,  employee  applica¬ 
tions,  samples  of  work  and  letters  of  recommendation  and  referral. 
(Note:  Not  all  items  are  held  in  all  offices.) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Consideration  for  in-house 
employment. 

Where  appropriate,  referral  to  other  offices  and  agencies  for 
consideration  of  employment. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Filed  alphabetically  by  name,  except  in  the  Office 
of  Civil  Rights  of  the  Department,  where  they  are  filed  alphabetical¬ 
ly  by  name  within  occupational  series. 

Safeguards:  Fil^  are  accessible  only  with  the  permission  of  each 
System  Manager. 

Retention  and  disposal:  Files  are  retained  as  long  as  position(s)  for 
which  individual(s)  is  (are)  being  considered  remain(s)  viable. 

System  managerfs)  and  address:  Senior  official  of  each  office  listed. 

Notification  procedure:  Inquiries  should  be  directed  to  the  appro¬ 
priate  System  Manager. 

Record  access  procedures:  Contact  the  appropriate  System  Man¬ 
ager  for  information  on  procedures  for  gaining  access  to  records. 


Contesting  record  procedures:  Contact  the  appropriate  System 
Manager  for  information  on  procedures  for  contesting  records.  Ap¬ 
peals  should  be  directed  to  the  Secretary  of  Transportaion,  if  request 
for  modification  or  deletion  is  denied. 

Record  source  categories:  Applicant. 

Referring  individual. 

Other  agencies,  including  the  Civil  Service  Commission. 

DOT  ofticials. 

Office  of  Personnel  Operations. 

(Note:  Not  all  sources  are  used  by  all  offices.) 

DOT/OST  015. 

System  name:  Funds  Management  Records.  DOT/RSPA. 

System  location:  Department  of  Transportation  (DOT), 

Research  and  Special  Programs  Administration, 

Office  of  Emergency  Transportation,  (OET),  (DPB-30), 

400  7th  Street,  SW,  Washington,  DC  20590. 

Regional  Emergency  Transportation  Coordinator  (RETCO), 
Regions  1  and  2, 

c/o  Commander  1st  Coast  Guard  District, 

150  Causeway  Street, 

Boston,  MA02114. 

RETCO,  Region  3, 

c/o  Federal  Highway  Administration, 

1633  Federal  Budding, 

Baltimore,  MD  21201. 

RETCO,  Region  4, 

c/o  Federal  Aviation  Administration, 

P.O.  Box  20636, 

Atlanta,  GA  30320. 

RETCO,  Region  5, 

c/o  Federal  Highway  Administration, 

18209  Dixie  Highway, 

Homewood,  IL  60430. 

RETCO,  Region  6, 

c/o  Federal  Aviation  Administration, 

P.O.  Box  1689, 

Ft  Worth,  TX  76101. 

RETCO,  Region  7, 

c/o  Federal  Highway  Administration, 

P.O.  Box  19715,  Country  Club  Sta., 

Kansas  City,  MO  64141. 

RETCO,  Region  8, 

c/o  Federal  Highway  Administration, 

Denver  Federal  Center, 

Denver,  CO  80225. 

RETCO,  Region  9, 

c/o  United  States  Coast  Guard,  Commander  Pacific  Area, 

630  Sansome  Street, 

San  Francisco,  CA  94126. 

'  RETCO,  Region  10, 

c/o  Commander  13th  Coast  Guard  District, 

Federal  Building,  Room  3588, 

915  Second  Avenue, 

Seattle,  WA  98174. 

RETCO,  Alaska  Region, 

c/o  Federal  Aviation  Administration, 

P.O.  Box  14,  701  C  Street 
Anchorage,  AK  99513. 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
National  Defense  Executive  Reserve  (NDER):  private  citizens;  Mili¬ 
tary  members;  U.S.,  State,  and  local  government  officials  and  civil 
servants,  who  participate  in  Fund  activities. 

Categories  of  records  in  the  system:  Receipt  forms  by  individual 
name,  with  dates,  amounts  of  money  received,  and  purpose  with 
vouchers  to  enter  the  fund;  checks  with  vouchers  in  payment  of 
approved  invoices;  procurement  requests  for  authorized  services;  in¬ 
voices  for  services  rendered  and  correspondence  to  agencies,  firms 
and  individuals  pertaining  to  the  above. 

Routine  uses  of  records  maintained  in  the  system,  ^eluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  management  of 
non-appropriated  funds  of  NDER  units.  National  and  Regional,  in 
authorized  training  activities  of  those  units. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Individual  records  are  maintained  in  a  filing  folder  ap¬ 
pended  to  numbered  vouchers. 

Retrievability:  Retrieved  only  by  incident  or  occasion  to  which 
voucher  pertains. 
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Safeguards:  Maintained  in  metal  Tile  containers  or  other  standard 
office  equipments  which  are  kept  in  a  locked  file  room. 

Retention  and  disposal:  Retained  for  three  years. 

System  manageKs)  and  address:  Custodian,  Organization  Fund, 
Department  of  Transportation, 

Research  and  Special  Programs  Bureau, 

Office  of  Emergency  Transportation  Unit, 

National  Defense  Executive  Reserve, 

400  7th  Street,  SW,  Room  8330, 

Washington,  DC  20590.  For  each  Region  the  RETCO  (Section 
02)  is  manager  of  the  Regional  Fund. 

NotiHcation  procedure:  Inquiries  may  be  addressed  to  any  of  the 
offices  listed  under  ‘System  Locations*.  Individuals  requesting  such 
information  must  sign  the  request  personally  and  include  suitable 
identification.  Alternatively  personal  visits  to  the  above  locations 
with. presentation  of  suitable  identification  will  enable  individual  to 
learn  of  and  have  access  to  his  or  her  record. 

Record  access  procedures:  Individual  may  secure  or  obtain  infor¬ 
mation  or  procedures  for  gaining  access  to  records  by  addressing  a 
written  query  to  the  offices  cited  above  or  presenting  him  or  herself 
in  person  to  those  offices. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce¬ 
dures*. 

Record  source  categories:  Data  comes  from  individuals  concerned. 

DOT/OST  016. 

System  name:  General  Investigations  Record  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT). 

Office  of  the  Secretary  (OST), 

Office  of  Investigations  and  Purity  (M-SO), 

400  7th  Street,  SW, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  DOT  employees. 

Categories  of  records  in  the  ^stem:  Incident  reports  covering 
occurrences  relating  to  the  security  of  DOT  Incident  reports  cover¬ 
ing  occurrences  relating  to  the  security  of  E>OT  personnel  and  head¬ 
quarters  buildings. 

Authority  for  maintenance  of  the  system:  The  information  con¬ 
tained  in  the  incident  reports  is  collected  and  maintained  in  accord¬ 
ance  with  the  mission  and  functions  of  the  Office  of  Investigations 
and  Security  for  the  protection  of  DOT  employees  and  headquarters 
buildings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  These  records  may  be 
disseminated  to  DOT  Officials  in  the  administration  of  their  responsi¬ 
bilities. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  records  in  case  folders  in  manual  filing  system. 

Retrievability:  By  name  or  incident  title. 

Safeguards:  Files  are  maintained  in  a  cypher-locked  room  with 
appropriate  access  controls.  Access  to  the  tiles  is  restricted  to  author¬ 
ize  personnel  on  a  ‘need-to-know*  basis,  with  appropriate  access 
controls. 

Retention  and  disposal:  Material  held  indefinitely. 

System  manager(s)  and  address:  Director,  Office  of  Investigations 
and  Security  (M-50), 

Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW,  Room  10401, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  ‘System  Manager*. 

Record  access  procedures:  Same  as  ‘System  Manager*. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  These  records  contain  information  ob¬ 
tained  from  interviews,  review  of  records  and  other  authorized  tech¬ 
niques. 

Systems  exempted  from  certain  provisions  of  the  act: 

DOT/OST  018. 

System  name:  Identification  Media  Record  Systems.  DOT/OST. 

System  location:  Department  of  Transportation  (EX)T), 

Office  of  the  Secretary  (OST), 

Office  of  Investigations  and  Srcurity,  M-50, 

400  7th  Street,  SW, 


Washington,  DC  20590. 

Commandant  (GOIS), 

U.S.  Coast  Guard  Headquarters, 

Washington,  D.C.  20590;  and  each  District  Office. 

Federal  Aviation  Administration, 

Office  of  Investigations  and  Security. 

800  Independence  Avenue,  SW, 

Washington,  D.C.  20591;  and  FAA  Regional  and  Center  Air 
Transportation  Security  Divisions. 

Federal  Highway  Administration, 

Operations  and  ^rvices  Division, 

400  7th  Street.  SW, 

Washington,  I^  20590,  and  all  FHWA  Regional  Offices. 

Categories  of  individuals  covered  by  the  system:  Present  employees, 
contractor  employees,  and  National  Defense  Executive  Reservists  in 
the  Office  of  the  S^reta^,  U.S.  Coast  Guard,  Federal  Aviation 
Administration,  Federal  Highway  Administration,  Federal  Railroad 
Railroad  Administration,  National  Highway  Traffic  Safety  Adminis¬ 
tration,  Urban  Mass  Transportation  Administration,  St.  Lawrence 
Seaway  Development  Corporation,  and  Research  and  Special  Pro¬ 
grams  Administration. 

Categories  of  records  in  the  system:  Applications,  photographs, 
receipts  for  DOT  identification  cards,  and  official  credentials;  special 
facilities  passes,  including  Federal  Preparedness  Agency  passes;  tem¬ 
porary  building  passes;  and  application  for  Civil  Defense  Emergency 
Assignee  cards  or  other  passes  needed  for  official  duties. 

Routine  uses  of  records  maintained  in  the  system,  including  patego- 
ries  of  users  and  the  purpo^  of  such  uses:  Records  are  maintained 
for  control  and  accountability  of  IX)T  identification  cards,  creden¬ 
tials,  and  Civil  Defense  Emergency  Assignee  cards  issued  to  DOT 
Civilian  employees,  contractor  employees  and  executive  reservists  for 
identification  purposes  and  admittance  to  the  DOT  facilities  or  for 
other  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Alphabetically  filed  card  forms  in  manual  filing  system. 

Retrievability:  By  name. 

Safeguards:  Application  cards  stored  in  locked  drawers  and/or  in 
a  lock^  room  with  limited  access. 

Retention  and  disposal:  Applications,  including  photographs  and 
identification  media,  are  destroyed  upon  termination  of  employment. 

System  manageKs)  and  address:  Director  of  Investigations  and 
Security,  M-50, 

Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW,  Room  10401, 

Washington,  I^  20590. 

For  USiCG:  Commandant  (GOIS), 

U.S.  Coast  Guard  HeadquaKers, 

Washington,  DC  20590.  ' 

For  FAA:  Director,  Office  of  Investigations  and  Security, 
Federal  Aviation  Administration, 

800  Independence  Avenue,  SW, 

Washington,  DC  20591. 

For  FHWA:  Chief,  Operations  and  Services  Division, 

Federal  Highway  Administration, 

400  7th  Street,  SW, 

Washington,  I^  20590. 

All  FHWA  Regional  Offices 

Notification  procedure:  Same  as  ‘System  Manager*. 

Record  access  procedures:  Same  as  ‘System  Manager*. 

Contesting  record  procedures:  Same  as  *System  Manager*. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained.  ^ 

DOT/OST  019. 

System  name:  Individual  Personal  Interests  in  Intellectual  Property. 
DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10424, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Inventors  em¬ 
ployed  by  or  having  contractual  relationships  with  the  Department 
of  Transportation  and  other  Government  agencies. 
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Categories  of  records  in  the  system:  Invention  disclosures,  Govern¬ 
ment  Patents  Branch  cases,  patent  applications,  issued  patents,  and 
license  agreement  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Patent  Counsel 
and  his  staff  as  a  record  of  determination  of  rights  in  inventions, 
determination  of  novelty  and  patentability,  determination  of  patent 
coverage,  and  allocation  of  rights  in  issued  patents. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets. 

Retrievability:  Indexed  individually  by  name  in  alphabetical  se¬ 
quence. 

Safeguards:  Records  are  disclosed  only  to  individuals  who  have 
legal  interest  in  the  records  or  legal  ‘need  to  know.* 

Retention  and  disposal:  Transfer  to  Federal  Records  Center  two 
years  after  close  of  file;  destroy  25  years  after  close  of  file. 

System  managerfs)  and  address:  Mail  Address: 

Patent  Counsel,  C-15, 

U.S.  Department  of  Transportation, 

Washington,  D.C.  20S90. 

Office  Location: 

400  7th  Street,  SW,  Room  10424. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  Apply  to  System  Manager. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce¬ 
dures*. 

Record  source  categories:  Individual  inventors,  technical  evalua¬ 
tors,  and  United  States  Patent  and  Trademark  Office. 

DOT/OST  022. 

System  name:  National  Defense  Executive  Reserve  (NDER)  File. 
DOT/RSPA. 

System  location:  Office  of  Emergency  Transportation  (OET) 
(DPB-30). 

Department  of  Transportation, 

400  7th  Street,  SW, 

Washington,  D.C.  20590. 

Some  records  are  held  only  in  the  Office  of  Emergency 
Transportation  while  others  are  held  at  various  locations  in 
the  custody  of  officials  in  the  several  regions,  as  indicated  in 
the  paragraph  labeled  ‘Categories  of  Records*  below.  Holdings 
of  the  Regional  Directors-designate  and  Deputy  Directors- 
designate  are  partial  duplications  of  the  Regional  Emergency 
Transportation  Coordinator(RETCO)  files  and  may  be 
acces^  through  the  applicable  RETCO.  The  RETCO  and 
the  Regional  Emergency  Transportation 
Representative(RETREP)  for  each  region  may  be  contacted 
directly  at  the  addresses  shown  below.  The  Regional 
Director-designate  and  Deputy  Director-designate  for  each 
region  may  be  contacted  by  addressing  mail  in  care  of  the 
RETCO  for  that  region  at  the  address  shown  in  the  following 
list: 

Regions  1  and  2, 

150  Causeway  Street, 

Boston,  MA  02114. 

Region  3, 

1633  Federal  Building, 

Baltimore,  MD  21201. 

Region  4, 

P.O.  BOx  20636, 

Atlanta,  GA  30320. 

Region  5, 

18209  Dixie  Highway,  * 

Homewood,  IL  60430. 

Region  6, 

P.O.  Box  1689, 

Ft.  Worth,  TX  76101. 

Region  7, 

P.O.  Box  19715, 

Country  Club  Sta., 

Kansas  City,  MO  64141. 

Region  8, 

Denver  Federal  Center, 

Denver,  CO  80225. 

Region  9, 

630  Sansome  Street, 

San  Francisco,  CA  94126. 


Region  10, 

Federal  Bldg., 

Rm.  3588, 

915  Second  Ave., 

Seattle,  WA  98 174. 

Alaska  Region, 

P.O.  Box  14,  701  C  Street, 

Anchorage,  AK  99513. 

Emergency  Facilities  Liaison  Officer, 

FAA  Records  Center, 

West  King  Street  and  South  Maple  Avenue, 

Martinsburg,  WV  25401. 

Categories  of  individuals  covered  by  the  system:  Upper,  middle,  and 
lower  management  members  of  the  transportation  industry,  university 
professors,  lawyers,  labor  leaders,  and  businessmen  who  are  candi¬ 
dates  for  membership  in  NDER,  active  members  of  NDER,  or  who 
are  former  members  whose  membership  has  been  terminated  by 
death,  resignation  or  involuntary  release,  and  emeritus  members. 

Categories  of  records  in  the  system:  Personnel  and  security  forms 
completed  by  individuals  consisting  of  applications,  statements  of 
understanding  by  employers,  secunty  and  identifcation  data  from 
individuals,  certificates  of  appointment  and  reappointmen  Cheated  at 
DOT/RSPA/OET  and  RETCOs  only);  names  and  addresses  of  indi¬ 
viduals  for  directory  (maintained  at  EKXT/RSPA/OET  only);  name 
and  address  card  file  (maintained  at  DOT/OST/OET  only);  card  file 
with  name,  date  of  appointment  and  date  of  reappointment  (in  OET 
only);  lists  of  reservists  in  process  including  active  and  Emeritus 
members  and  former  members  showing  steps  in  process,  numerical 
sequence,  unit  assignment,  name  date  of  designation,  state  of  resi¬ 
dence,  date  of  separation  and  reason  (in  OET  only);  contact  file  of 
those  previously  nominated  but  not  appointed,  or  once  in  program 
but  not  no  longer  members,  with  date  and  reason  for  non-alfiliation 
(in  OET  only);  personal  data  sheet  for  each  individual  which  pre¬ 
sents  summary  of  pertinent  data  including  photo^aph  to  assist  pro¬ 
fessional  staff  in  evaluating  the  member  and  assigning  member  on 
appointment  and  reappointment  or  during  active  membership  (this 
record  held  at  all  locations). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  personnel  man¬ 
agement  of  the  NDER  for  the  Department  of  Transportation,  which 
includes  staff  action  and  exchange  of  data  with  the  Office  of  the 
Director,  Federal  Emergency  Mimagement  Agency,  which  is  respon¬ 
sible  for  the  entire  National  Defense  Executive  Reserve  Program. 
Available  to  the  Secretary,  any  Secretarial  Officer,  head  of  an  oper¬ 
ating  administration,  or  their  designated  subordinates  who  require 
access  in  the  pursuit  of  their  duties.  Available  to  director  and  staff 
members  of  OET,  to  RETCO’s  and  their  staff  members,  to  Regional 
Directors-designate  and  Deputies  and  the  Emergency  Facilities  Liai¬ 
son  Officer,  FAA  Records  Center  (for  storage  purposes  only)  who 
require  access  in  pursuit  of  their  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Individual  records  are  maintained  in  a  manual  system  in  a 
locked  file  room  consisting  of  a  filing  jacket  with  the  individual’s 
name  tabbed  and  containing  all  papers  pertaining  to  him  or  her, 
except  the  following  which  are  maintained  as  stated. 

Directory  -  stored  in  bulk  in  steel  containers. 

Mailing  List  -  maintained  in  standard  card  file. 

Chronological  File  -  maintained  in  standard  card  file. 

Contact  File  -  maintained  in  standard  card  file. 

Personal  Data  Sheets  -  maintained  in  separate  loose  leaf  note 
books  or  in  personnel  jackets  at  option  of  holder. 

Retrievability:  Indexed  alphabetically  by  name.  Retrieved  manual¬ 
ly- 

Safeguards:  Maintained  in  metal  file  containers  or  other  standard 
office  equipment. 

Retention  and  disposal:  Held  for  five  years  from  date  of  separation 
and  then  destroyed. 

System  manageris)  and  address:  Director  of  Emergency  Transpor¬ 
tation,  Research  and  Special  Programs  Administration  (DPB-30),  De¬ 
partment  of  Transportation  (Room  8330),  Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  any  of  the 
offices  and  officials  listed  under  ‘System  Locations*.  Individuals  re¬ 
questing  such  information  must  sign  the  request  personally  and  in¬ 
clude  in  the  text  of  the  request  suitable  identification.  Alternatively, 
personal  visits  to  the  above  locations  with  presentation  of  suitable 
identification  will  enable  individual  to  learn  of  and  have  access  to  his 
or  her  record. 
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Record  access  procedures:  Individual  may  secure  or  obtain  infor¬ 
mation  on  procedures  for  gaining  access  to  records  by  (1)  referral  to 
the  information  sheet  issued  to  him  or  (2)  addressing  a  written  query 
to  the  offices  cited  under  ‘System  Location*  above  (except  the  Emer¬ 
gency  Facilities  Liaison  Officer,  FAA  Records  Center,  West  King 
Street  and  South  Maple  Avenue,  Martinsburg,  WV  2S401,  which 
maintains  duplicate  files  in  storage  only)  or  (3)  presenting  himself  or 
herself  in  person  to  those  offices. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce¬ 
dures*. 

Record  source  categories:  Personal  data  submitted  by  the  individu¬ 
al;  data  from  his  or  her  employer;  recommendations  from  colleagues; 
mailing  data  from  existing  distribution  system. 

DOT/OST  024. 

System  name:  Parking  Permit  Application  File,  and  Vanpooling 
Application  Files,  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Parking  Management  Office,  M-444.3, 

400  7th  Street,  SW,  Room  2322, 

Washington,  DC  20390. 

Federal  Highway  Administration, 

Ridesharing  Branch,  HHP-33, 

400  7th  Street,  S.W.,  Room  3311 
Washington,  DC  20390. 

Categories  of  individuals  covered  by  the  system:  DOT  packing 
permit  holders  (Washington,  DC),  DOT  carpool  members  and  DOT 
van  pooling  applicants. 

Categories  of  records  in  die  system:  Parking  permit  application 
forms  and  van  pool  application  forms. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  criteria  for 
permit  issuance,  record  change  data,  record  garage  violations  and 
periodic  review  and  revalidation.  Used  by  parlung  management 
office  personnel  only. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Vanpooling  applicants  are  matched  up  as  to  area  and  work 
hours  and  records  of  van  pools  are  maintained. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Stored  in  lockable  visible  edge  file  in  a  security  locked 
workroom. 

Retrievability:  Indexed  sequentially  by  permit  number;  vanpool 
applications  are  alphabetical  by  name  and  organized  for  retrieval  by 
‘home-cell*  numben  for  areas. 

Safeguards:  Only  Parking  Management  Office  personnel  have 
access  to  these  records;  for  van  pools  only  Public  Transportation 
Management  Office  personnel  have  access  to  applications. 

Retention  and  disposal:  Record  cards  are  retained  for  3  years 
locally,  sent  to  the  Federal  Records  Center  for  2  more  years,  and 
then  destroyed. 

System  manageKs)  and  address:  For  Parking  Permit  File: 

Chief,  Transportation  Branch,  M-444, 

Department  of  Transportation, 

Omce  of  the  Secreta^, 

Office  of  Administration  Operations, 

400  7th  Street,  SW,  Room  2318, 

Washington,  DC  20390. 

For  Van  Pooling  Application  File: 

Chief,  Ride  Sharing  Branch,  HHP-33, 

Federal  Highway  Administration, 

400  7th  Street,  S.W.,  Room  3311 
Washington,  I^  20390. 

Notification  procedure:  Individual  may  review  only  his  own  appli¬ 
cation  card  upon  presentation  of  valid  DOT  ID  card  at  the  addresses 
given  under  ‘System  Location*. 

Record  access  procedures:  Same  as  Notification  Procedure. 

Contesting  record  procedures:  No  contest  -  individual  can  change 
recorded  data  at  will. 

Record  source  categories:  Submitted  by  individual. 

DOT/OST  025. 

System  name:  Parking  Permit  Management  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Parking  Management  Office,  M-444.3, 

400  7th  Street,  SW,  Room  2322, 


Washington,  DC  20390. 

Categories  of  individuals  covered  by  the  system:  EX3T  parking 
permit  holders  (Washington  Headquarters)  and  DOT  car  pool  mem¬ 
bers  (Washington  Headquarters). 

Categories  of  records  in  the  system:  Status  record  (of  permits)  and 
member  record  (of  carpools). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Routine  uses  of  records 
maintained  in  the  system,  including  categories  of  users  and  the  pur¬ 
poses  of  such  uses: 

Records  used  for  ADP  report  and  listing  production. 

Listings  are  used  by  the  parking  vendor  for  billings  and  Parking 
Mangement  Office  for  system  administration. 

Additionally,  a  carpool  location  listing  is  produced  for  use  in 
forming  and  enlarging  carpools.  This  is  for  use  by  the  general 
public. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  S3rstem: 

Storage:  Parking  Management  office  personnel  enter  data  pass¬ 
word  control. 

Retrievability:  Indexed  sequentially  by  permit  number. 

Safeguards:  Only  Parking  Mangement  Office  personnel  and  the 
parking  vendor  have  access  to  general  listings.  The  carpool  location 
listing  is  for  use  by  the  general  public,  but  is  secured  in  the  parking 
office. 

Retention  and  disposal:  Data  is  deleted  and  not  retained  on  ADP 
once  individual  leaves  system.  Record  copies  of  monthly  reports  and 
listings  are  retained  loc^ly  for  3  years,  forwarded  to  the  Federal 
Records  Center  for  2  more  years  and  then  destroyed. 

System  manageKs)  and  address:  Chief  Transportation  Branch,  M- 
444,  Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW,  Room  2318, 

Washington,  DC  20390. 

Notification  procedure:  Individual  may  review  data  upon  presenta¬ 
tion  of  valid  DOT  ID  card. 

Record  access  procedures:  Same  as  Notification  Procedure. 

Contesting  record  procedures:  No  contest  -  individual  can  change 
data  at  will. 

Record  source  categories:  Only  source  is  from  parking  permit 
application. 

DOT/OST  026. 

System  name:  Payroll  Management  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Accounting  Operations  Division,  M-4S, 

4(X)  7th  Street  SW,  Room  2228, 

Washington,  DC  20390. 

Categories  of  individuals  covered  by  the  system:  Office  of  the 
Secretary 

Categories  of  records  in  the  system:  Gross  to  net  payroll. 

Payroll  master. 

Routine  uses  of  records  nuintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Support  for  payment  of 
payroll. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  ADP  listing. 

Retrievability:  Alpha-numeric  by  employee. 

Safeguards:  People  given  access  are  screened  by  responsible  nuin- 
agement  personnel. 

Retention  and  disposal:  Federal  records  retention  schedule. 

Retained  for  1  year  -  destroyed. 

System  manageKs)  and  address:  Chief,  Accounting  Operations  Di¬ 
vision,  M-43,  Ctepartment  of  TranspoKation, 

Office  of  the  Secretary, 

Accounting  Operations  Division,  M-43, 

400  7th  Street,  SW,  Room  2228, 

Washington,  I^  20390. 

Notification  procedure:  Department  of  Transportation, 

Office  of  the  Secretary, 

Accounting  Operations  Division,  M-43, 
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400  7th  Street.  SW,  Room  2228, 

Washington,  DC  20S90. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*. 
Contesting  record  procedures:  Same  address  as  ‘NotiHcation  Proce¬ 
dure*. 

Record  source  categories:  Time  and  attendance  records. 

Personnel  actions  (SF  So) 

DOT/OST  028. 

System  name:  Personnel  Convenience'  Files.  DOT/OST. 

System  locatioa:  The  following  Secretarial  Offices  located  at  the 
Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

400  7th  Street,  SW, 

Washington,  DC  20590: 

Immediate  Office  of  the  Secretary,  S-1.  • 

Office  of  the  Deputy  Secretary,  S-2. 

Special  Assistants  to  the  Secretary,  S-3  through  S-9. 
l^ecutive  Secretary,  S-10. 

Contract  Appeals  Board,  S-20. 

Departmental  Office  of  Civil  Rights  (except  for  the  Complaints 
Division),  S-30. 

White  House  Fellow,  S-9. 

Additionally: 

Departmental  Office  of  Civil  Rights, 

Complaints  Division,  S-3S, 

2100  2nd  Street,  SW, 

Washington,  DC  20590. 

Categories  of  indlTiduals  covered  by  the  system:  Employees,  past 
and  present. 

Categories  of  records  in  the  system:  The  following  documents  are 
kept  in  all  offices: 

Copies  of  orders,  vouchers,  and  related  documentation  for  local 
and  non-local  travel.  Copies  of  some  of  the  following 
documents  are  kept  in  all  offices:  except  the  Immediate  Office 
of  the  Secretary  the  Offices  of  the  Deputy  Secretary, 
Deputy  Under  Secretary,  the  White  House  Fellow  and  Special 
Assistants  to  the  Secretary,  for  whom  such  documents  are 
maintained  by  the  Office  of  the  Executive  Secretary: 

Standard  Form  52,  Request  for  Personnel  Action. 

Standard  Form  7-B,  Employee  Record 
Position  Descriptions. 

Performance  evaluations. 

Training  records. 

Payroll  and  leave  records. 

Commendations  and  awards. 

Savings  Bond  and  CFC  campaign  records. 

Security  classification  documents. 

Monthly  Personnel  Roster. 

Savings  Bond  and  CFC  campaign  records  are  maintained  for 
reference  in  connection  with  future  campaigns. 

All  other  records  are  maintained  for  effective  budgetary, 
manpower,  and  employee  management  and  also  for  the  use  of 
the  individual  (not  all  items  and  not  in  all  offices). 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Hard  copy  in  file  folders  and  binders. 

Retrievability:  By  name. 

Safeguards:  Data  available  only  by  request  of  the  senior  official, 
his  deputy,  or  secretaries  to  them,  of  the  office  or  division  in  which 
the  information  is  maintained.  Provided  only  on  a  need-to-know 
basis. 

Retention  and  disposal:  Personnel  records  are  retained  until  em¬ 
ployee  leaves. 

Payroll  records  are  retained  three  years. 

Travel  records  normally  retained  at  least  one  year. 

Records  are  disposed  of  following  minimal  period  of  retention 
on  a  space-needed  basis. 

System  manager(s)  and  address:  Senior  official  of  each  office  listed. 
Notification  procedure:  Inquiries  should  be  directed  to  the  employ¬ 
ee’s  supervisor. 

Record  access  procedures:  Contact  supervisor  for  information  on 
procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  supervisor  for  information 
on  procedures  for  contesting  records. 


Appeals  should  be  directed  to  the  Secretary  of  Transportation,  if 
rrauest  for  modification  or  deletion  is  denied  by  the  senior 
official  of  the  employee’s  office. 

Further  appeal,  if  necessary,  should  be  to  the  Secretary  of 
Transportation. 

Record  source  categories:  Information  provided  by  the  employee. 
Informational  copies  provided  by  Personnel  Operations  Division. 
Material  generate  within  the  employing  office. 

DOT/OST  030. 

System  name:  Personnel  Management  Files.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  Assistant  ^retary  for  Policy,  Plans  and 
International  Affairs, 

400  7th  Street,  SW, 

Washington,  DC  20590 

Categories  of  individuals  covered  by  the  system:  Current  employ¬ 
ees. 

Prospective  employees. 

Prior  employees  -  three  years  (payroll/time  cards  only). 

Categories  of  records  in  the  system:  Basic  recruitment,  employ¬ 
ment,  status  and  pay  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employment,  pay  and 
performance  decisions. 

Use  by  subject,  supervisor,  responsible  official;  administrative 
personnel  in  preparation;  personnel  and  payroll  offices  in 
processing. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Copies  of  basic  documents. 

RetrievabOity:  By  name. 

Safeguards:  Locked  files  with  personnel  screening  for  access. 

Retention  and  disposal:  Retained  only  for  control  purposes,  pend¬ 
ing  official  action  by  Personnel  or  Payroll  offices  or  management 
officials. 

Pay  records  are  retained  for  3  years,  then  destroyed  by  burning 
or  shredding. 

System  manageris)  and  address:  Assistant  Secret^  for  Policy, 
Plans  and  International  Affairs  (TPIl),  and  the  Directors  of  the 
following  subordinate  offices  for  records  maintained  in  their  respec¬ 
tive  offices: 

Transportation  Systems  Analysis  and  Information, 

Transportation  Planning, 

Transportation  Economic  Analysis, 

International  Transportation  Programs, 

Transportation  Energy  Policy, 

Air  Transportation  Policy, 

Transportation  Regulatory  Policy,  all  of  which  are  located  at 
the: 

Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries:  Oral  request  by  current  employ¬ 
ees  to  the  System  Manager.  Written  or  direct  inquiry  by  prior  em¬ 
ployees  or  applicants  to: 

Department  of  Transportation, 

Office  of  the  Secretary, 

Director  Management  Staff,  TPI-5, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Must  provide  notarized  signature  or  social  security  number. 

Record  access  procedures:  Current  employees  may  have  access  to 
contents  through  the  System  Manager. 

For  all  other  inquiries  -  Office  Director,  TPI-5  at  the  address 
under  Notification  Procedure. 

Contesting  record  procedures:  Present  employees  may  request 
changes  through  the  System  Manager,  as  above.  If  request  denied, 
may  refer  to  TPI  Review  Officer,  TPI  5,  then  to  OST  Review 
Officer.  For  all  other  inquiries  -  Office  Director,  TPI-5. 

Record  source  categories:  Subject,  supervisor,  responsible  official, 
personnel  and  payroll  offices. 

DOT/OST  032. 

System  name:  Management  Operating  Record  System.  DOT/OST. 
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System  locatioa:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  Investigations  and  Purity,  M-SO, 

400  7th  Street.SW,  Room  10401, 

Washington,  DC  20S90. 

Categories  of  individuals  covered  by  the  system:  Current  employees 
of  the  Office  of  Investigations  and  S^urity,  OST,  DOT. 

Categories  of  records  in  the  sjrstem:  This  system  of  records  ctm- 
tains  current  employee  Time  and  Attendance  Cards,  Travel  Orders 
and  Vouchers  and  Position  Descriptions. 

Routine  uses  of  records  maintained  in  the  systte,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  of  records  is 
maintained  for  internal  administrative  management  and  operating 
purposes  by  the  M-SO  Office  Director  and  Division  Chiefs. 

Time  and  Attendance  Cards  are  maintained  for  M-SO  employees 
pay  purposes  and  are  forwarded  to  the  Payroll  Office. 

Travel  Orders  are  maintained  for  M-SO  employees  authorized  to 
travel  on  DOT  business  and  are  forwarded  to  Travel  Office 
and  the  Accounting  Office  to  arrange  necessary  transportation 
and  payment  of  expenses. 

Travel  Vouchers  are  maintained  on  M-SO  employees  to  provide 
an  ongoing  tabulation  of  the  Office’s  travel  expenses. 

Position  Descriptions  are  maintained  for  positions  within  M-SO 
and  are  utilized  internally  by  the  Director  and  Division  Chiefs 
for  reference  and  to  assure  effective  employee  utilization. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Standard  forms  in  individual  folders  in  manual  filing 
system. 

Retrievability:  By  employee  name. 

Safeguards:  This  system  of  records  is  stored  in  a  locked  room  with 
limited  access. 

Retention  and  disposal:  Records  are  maintained  while  an  individual 
is  an  employee  of  the  Office  of  Investigations  and  Security  and  are 
destroyed  upon  transfer  or  termination. 

System  manager(s)  and  address:  Director  of  Investigations  and 
Security,  M-SO, 

Department  of  Transportation, 

400  7th  Street,  SW,  Room  10401, 

Washington,  1^  20590. 

Notification  procedure:  Same  as  ‘System  Manager*. 

Record  access  procedures:  Same  as  ‘System  Manager*. 

Contesting  record  procedures:  Same  as  ‘System  Manager*. 

Record  source  categories:  Employee  and  office  generated  state¬ 
ments  and  forms. 

DOT/OST  034. 

System  name:  Personnel  Records.  EXDT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10428, 

Washington,  DC  20S90. 

Categories  of  individuals  covered  by  the  system:  Attorney  and 
Qerical  Employees  of  the  Office  of  the  General  Counsel. 

Categories  of  records  in  the  system:  Standard  Form  52. 

Within  Grade  Increases. 

Travel  Authority  and  Vouchers. 

Training  Records. 

Payroll  and  Leave  Records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  individual’s  use. 
Schedule  training. 

Statistics  to  recommend  personnel  actions. 

Administrative  reference  material. 

Budgetary  information  material. 

Technical  information  material. 

Work  Territory  assignments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  cards  in  a  locked  safe. 

Retrievability:  Individual  names  filed  alphabetically. 

Safeguards:  Physical  security  consists  of  filing  records  in  a  locked 
safe. 


Retention  and  disposal:  Personnel  records  retained  in  active  files 
duration  of  appointment,  then  destroyed. 

System  manageris)  and  address:  Mail  Address: 

Drauty  General  Counsel,  C-2, 

U.S.  Department  of  Transportation, 

Waslun^on,  D.C.  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10428. 

Notification  procedure:  Contact  System  Manager. 

Record  access  procedures:  Contact  System  Manager. 

Contesting  record  procedures:  Contact  System  Manager. 

Record  source  categories:  Informational  copies  provided  by  the 
Office  of  Personnel  &  Training. 

DOT/OST  035. 

System  name:  Personnel  Security  Record  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  Investigations  and  Srcurity,  M-50, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individnals  covered  by  the  system:  DOT  applicants, 
employees,  former  employees;  candidates  and  designees  to  the  DOT 
unit  of  the  National  Defense  Executive  Reserve,  and  detailees  to 
DOT  from  other  Federal  agencies. 

Categories  of  records  in  the  s^em:  Records  of  personnel  security 
processing,  personal '  data  on  investigative  and  employment  forms 
completed  by  the  individual,  reports  of  investigations,  records  of 
security  and  suitability  determinations,  records  of  access  authoriza¬ 
tions  granted,  documentation  of  security  briefings/debriefings  re¬ 
ceived,  record  of  security  violations  by  the  individi^. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Dep^mental 
personnel  security  officers  for  making  security  determinations  and 
granting  access  authorizations,  by  Departmental  personnel  manage¬ 
ment  officials  for  making  suitabUity  determinations  by  representa¬ 
tives  of  other  Federal  agencies  with  which  the  individual  is  seeking 
employment,  and  by  Federal  agencies  conducting  official  inquiries  to 
the  extent  that  the  information  is  relevant  and  necess^  to  the 
requesting  agency’s  inquiry,  and  by  Departmental  officials  to  the 
extent  necessary,  to  identify  the  individual  to  sources  from  whom 
information  is  requested  for  any  of  the  foregoing  purposes  to  inform 
the  source  of  the  nature  and  purpose  of  the  request  and  to  indicate 
the  type  of  information  requested. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  ssrstem: 

Storage:  Completed  forms  and  typed  pages  in  individual  folders  in 
a  manual  filing  system,  and  on  a  manual  system  control  cards. 
Retrievability:  By  name. 

Safeguards:  Stored  in  locked  room  with  proprietary  lock  or  in 
approved  security  safe.  Access  limited  to  authorized  staff  members. 

Retention  and  disposal:  Retained  during  employment  in  the  De¬ 
partment,  retained  in  accordance  with  GSA  Records  Schedule  #18 
after  employment  is  terminated,  authorized  destruction  done  by 
secure  means  used  for  classified  materials. 

System  manageKs)  and  address:  Director  of  Investigations  and 
Security,  M-50, 

Department  of  Transportation, 

Ofm%  of  the  Secretary, 

400  7th  Street,  SW,  Room  10401, 

Washington,  I^  20590. 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager.  However, 
information  compiled  solely  for  the  purpose  of  determining  suitabil¬ 
ity,  elgibility,  or  qualification  for  Federal  civilian  employment  or 
access  to  classified  information  may  be  exempted  from  the  access 
provisions  pursuant  to  5  USC  552a(kXS). 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 
Record  source  categories:  Investigative  sources  contacted  in  full 
field.  National  Agency  Check  and  Written  Inquiry  and  similar  inves¬ 
tigations;  investigative  reports  reviewed  at  other  Government  agen¬ 
cies;  personal  history  statements,  employment  applications  and  other 
data  provided  by  the  individual  and/or  other  agencies. 

Systenu  exenqrted  from  certain  provisions  of  the  act:  Information 
compiled  solely  for  the  purpoM  of  determining  suitability,  eligibility, 
or  qualification  for  federal  civilian  employment  or  access  to  classifi^ 
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information  may  be  exempted  from  the  access  provisions  pursuant  to 
5  use  552a(kKl)  and/or(5). 

DOT/OST  037. 

System  name:  Records  of  Conrirmation  Proceeding  Requirements  for 
Proposed  Executive  Appointments  to  the  Department  of  Trans¬ 
portation.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  Assistant  General  Counsel  for  Environmental,  Civil 
Rights  and  General  Law, 

400  7th  Street,  SW,  Room  10424, 

Washington,  20S90. 

Categories  of  individuals  covered  by  the  system:  Individuals  nomi¬ 
nated  for  top  executive  positions  of  the  Department  of  Transporta¬ 
tion.  » 

Categories  of  records  in  the  system:  Financial  data  and  biographi¬ 
cal  data.  * 

Routine  uses  of  records  nuintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Data  submitted  to  the 
General  Counsel  as  reviewing  official  by  subject  individual  for  use 
by  the  Senate  Commerce  Committee  to  determine  if  there  would  be 
a  conflict  of  interest,  or  the  appearance  of  a  conflict  of  interest,  in 
subject's  appointment  to  the  D^artment  of  Transportation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Legal  sized  documents  located  in  locked  safe. 
Retrievability:  Individual  names  filed  alphabetically. 

Safeguards:  Physical  security  consists  of  filing  records  in  safe;  data 
released  to  Senate'  Commerce  Committee  and  authorized  officials 
only  of  the  Department. 

Retention  and  disposal:  Records  are  retained  for  3  years  then 
destroyed. 

System  manager(s)  and  address:  Mail  Address: 

Deputy  General  Counsel,  C-2, 

U.S.  Department  of  Transportation, 

Washington,  DC  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10428. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  Deputy 
General  Counsel  at  the  address  above,  either  in  person  or  in  writing. 
If  written  the  individual  must  provide  a  notarized  signature. 

Record  access  procedures:  Access  to  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  ETeputy  General  Counsel. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  Deputy  General  Counsel. 

Record  source  categories:  Documents  are  provided  by  subject 
individual. 

DOT/OST  039. 

System  name:  Safety  Management  Information  System 

(SMIS).DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Transportation  Computer  Center, 

Department  of  Transportation  (EHDT), 

400  7th  Street.  SW,  Room  2401, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Federal  Civilian/ 
Military  Employees  of  the  Department  of  Transportation: 

Contractors  working  on  DOT  premises; 

DOT  Real  &  Personal  Property. 

Categories  of  records  in  the  system:  Accident  Reporting  Records. 

^  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Issue  automated  records 
to  the  U.S.  Dept,  of  Labor,  OSHA. 

Submit  ()uarterly  accident  statistics  data  to  DOT  operating 
administrations. 

Develops  statistical  summaries  &  special  analysis  listings  for  use 
in  programming  safety  management  functions,  departmental 
level  budget  function  as  it  relates  to  OWCP,  and  maintains  5 
year  OSHA  requirement  for  accident  record  retention. 

See  Prefatory  Satement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  Tq>es  and  Disks. 


Retrievability:  Name/Social  Security  Number/Accident  Report 
Number/Special  Project  Data  Programming. 

Safeguwds:  Transportation  Computer  Center  maintains  both  physi¬ 
cal  security  and  personnel  security.  Retrieve/access  procedures.  The 
records  are  disposed  of  by  blanking/erasing  the  magnetic  tape  or 
disk. 

Retention  and  disposal:  Kept  5  years  then  destroyed. 

System  manageris)  and  address:  EMrector  of  Personnel  and  Train¬ 
ing,  TAD- 10, 

Department  of  'Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Quarterly  management  analysis  delivered 
to  safety  managers  or  all  operative  administrators.  Special  data  may 
be  provided  by  request  in  written  form  to: 

Director  TAD  10, 

Office  of  Personnel  &  Training, 
at  the  above  address. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
record  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  will  be  to 
the  Office  of  Personnel  and  Training.  If  resolution  is  not  satisfactory 
to  the  individual,  an  appeal  may  be  filed  with  Secretary  of  Trasnpor- 
tation  addressed  to  the  General  Counsel  as  follows: 

Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW.  Room  10428, 

Washington,  DC  20590. 

Record  source  categories:  DOT  Form  3902.1, 

DOT  Form  3902.2, 

DOT  Form  3902.3, 

DOT  Form  3902.4, 

DOT  Form  3902.5, 

DOT  Form  3902.6, 

IX)T  Form  3902.7, 

DOT  Form  3902.8. 

DOT/OST  040, 

System  name:  Security  Management  Records.  DOT/RSPA. 

System  location:  Department  of  Transportation  (DOT), 

Research  and  Special  Programs  Administration  (RSPA), 

Office  of  Emergency  Transportation  (OET). 

400  7th  Street,  SW,  Room  8330, 

Washington,  CK^  20590. 

Categories  of  individuals  covered  by  the  system:  All  members  of 
OET. 

Categories  of  records  in  the  system:  Jacket  file  of  all  security 
clearance  records  of  all  personnel. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Management  by  Director 
OET  and  Security  Officer  of  security  classification  levels  required  by 
missions  and  functions  of  OET. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  in  single  folder  with  all  pertinent  items  in¬ 
cluded  alphabetically. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Restricted  to  use  by  Director  of  Emergency  Transpor¬ 
tation  and  the  OET  Security  Officer.  File  maintained  in  a  locked  3- 
combination  safe. 

Retention  and  disposal:  Retained  during  period  of  employment. 
Transferred  with  the  individual  or  returned  to  Security  Office  of 
OST. 

System  manageris)  and  address:  Director  of  Emergency  Transpor¬ 
tation, 

E>epartment  of  Transportation, 

Research  and  Special  Programs  Administration  (DPB-30), 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  office 
listed  under  ‘System  Location*.  Individuals  requesting  such  informa¬ 
tion  must  sign  the  request  personally.  Alternatively,  personal  visits  to 
the  above  location  with  presentation  of  necessary  identification  will 
enable  individual  to  have  access  to  his  record. 
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Record  access  procedures:  Individual  may  secure  information  on 
procedures  for  gaining  access  to  records  by  (1)  addressing  a  written 
query  to  the  office  cited  under  System  Location  above  or  (2)  present¬ 
ing  himself  in  person  to  that  office. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Data  from  individual,  and  from  Director 
of  Investigations  and  Security,  Department  of  Transportation. 

DOT/OST  041. 

System  name:  Secretariat  Information  Retrieval  System  (SIRS). 

DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secret:^  (OST), 

Office  of  the  Executive  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individnals  covered  by  the  system:  Individuals  who 
write,  or  are  referred  in  writing  by  a  second  party, to  the  Secret^, 
Deputy  Secretary,  Deputy  Under  Secretary,  and  their  immediate 
offices. 

Individuals  who  are  the  subject  of  an  action  requiring  approval 
or  action  by  one  of  the  forenamed,  such  as  appeal  actions, 
training,  awards,  forei^  travel,  promotions,  selections, 
grievances,  and  discipline. 

Categories  of  records  in  the  system:  Correspondence  submitted  by, 
or  on  tehalf  of,  an  individual,  including  resumes,  letters  of  reference, 
etc. 

Rewonses  to  such  correspondence. 

Stan  recommendations  on  actions  requiring  approval  or  action 
by  one  of  the  forenamed. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  to  the  appropri¬ 
ate  action  office  within  or  outside  the  Department  for  preparation  of 
a  response. 

Referral  to  the  appropriate  agency  for  actions  involving  matters 
of  law  or  regulation  beyond  the  responsibility  of  the 
Department,  such  as  the  Civil  Service  Commission  for 
enmloyee  appeals,  the  Department  of  Justice  in  matters  of  law 
enforcement,  etc. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Computer  microdisc  and  -  selectively  •  on  microfilm  for 
all  records  since  1/1/74. 

In  hard  copy  for  all  records  prior  to  1/1/74. 

Retrievability:  Indexed  by  name  of  correspondent,  referring  indi¬ 
vidual,  and  subject  category  (e.g.,  ‘employment*  for  applicants)  from 
1/1/74  on. 

Indexed  by  name  of  correspondent  prior  to  1/1/74. 

Safeguards:  Computer  microfilm  records,  and  remote  reader  termi¬ 
nals,  which  permit  random  access  to  the  system  records,  are  locked 
after  office  hours. 

During  office  hours  computer  is  accessible  only  through 
terminals  operated  by,  and  under  the  surveillance  o^ 
authorized  employees  of  the  Executive  Secretary. 

Retention  and  disposal:  Hard-copy  records  for  1967-1969  and  du¬ 
plicate  microfilms  for  1974-1975  are  in  the  custody  of  National  Ar¬ 
chives  and  Records  Service  (NARS). 

Records  from  1970  and  following  are  retained  in  the 
Departmental  headquarters  building. 

Records  are  retired  to  NARS  on  a  space-needed  basis. 

System  managerts)  add  address:  The  Executive  Secretary  at  the 
address  above. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager.  Helpful  information,  in  addition  to  the  individual’s  name, 
includes  date(s),  subject  matter,  and  addressee(s)  of  the  incoming 
correspondence,  and  date(s)  and  author(s)  of  the  response(s). 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaming  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 
directed  to  the  Secretary  of  Transportation,  if  request  for  modifica¬ 
tion  or  deleticm  b  denied. 

Record  source  categories:  Correspondence  from  individual,  his 
representative  or  sponsor. 

Responses  to  incoming  correspondence. 

Related  material  provided  for  background  as  appropriate. 


DOT/OST  042. 

System  name:  Technical  Pipeline  Safety  Committee.  DOT/OST. 
System  location:  Department  of  Transportarion  (DOT), 

Office  of  the  Secretary  (OST), 

Materiab  Transportation  Bureau  (MTB), 

2100  Second  Street,  SW,  Room  6226, 

Washington,DC  20590. 

Cate^riea  of  individuals  covered  by  the  system:  Members  of  Tech¬ 
nical  Pipeline  Safety  Standards  Committee-  intermittent  consultants. 

Categories  of  records  in  the  systenu  Biographical  data  in  support  of 
member’s  nomination. 

Letters  and  news  releases  for  member’s  appointment/ 
reappointment. 

Personnel  Actions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  General  reference  pur¬ 
poses  for  support  functions. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
dbposing  of  records  in  the  system: 

Storage:  In  file  folders. 

Retrievability:  Alphabetically  by  name  within  subject  area. 
Safeguards:  Room  locked  after  hours,  most  information  b  public 
knowledge. 

Retention  and  dbposal:  Kept  indefinitely. 

Director  of  Pipeline  Safety  Operations,  MTP-1, 

Department  of  Transportation, 

Materials  Transportation  Bureau, 

2100  Second  Street,  SW, 

Washington,  DC  20590. 

Address  inquiries  to  System  Manager  including  individual/s  name. 

Information  may  be  obtained  from  the  System  Manager. 

Same  as  for  Access  above. 

Personnel  Action  (SF  50). 

Travel  Vouchers  (SF  H3I2). 

Certificate  of  Consultant’s  Services. 

Press  Releases. 

Administrative  Correspondence/Memorandums. 

DOT/OST  043. 

Telephone  Directory  and  Locator  System.  DOT/OST. 

Opportunity  Systems,  Inc.  (OSI), 

1330  Massachusetts  Avenue,  NW, 

Washington,  DC  20005. 

Department  of  Transportation  (DOT)  headquarters  employees. 
Alphabetic  Employee  Master  Records  and  GSA  Metrocentrex  Lo¬ 
cator  Records. 

Departmental  Alphabetic  Directory  production, 

DOT  Mail  Room, 

DOT  Locator  Service,  and 
GSA  Metrocentrex  Lrcator  Service. 

Used  by  DOT  Telephone  Directory  Representatives,  DOT  Mail 
room,  and  Publishing  and  Graphics  Divbion  Control  Clerk. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Storage:  Magnetic  tape  storage  via  batch  processing.  Source  data 
returned  to  DOT. 

Retrievability:  Can  retrieve  on  social  security  number  or  on  name. 
Safeguards:  Only  DOT  &  OSI  personnel  have  access  to  tapes. 
Retention  and  dbposal:  Tapes  are  retained  through  three  (3) 
cycles,  grandfather,  father,  son,  and  then  scratched.  Source  materials 
are  retained  until  the  next  update  is  completed. 

System  nuuiageKs)  and  address:  Chief,  Publishing  and  Graphics 
Division,  M-48, 

Department  of  Transportation, 

Office  of  the  Secretai7, 

Office  of  Administrative  Services, 

400  7th  Street,  SW,  Room  2317, 

Washington,  DC  20590. 

Notification  procedure:  Contact  Publishing  and  Graphics  Division 
at  the  address  above. 

Record  access  procedures:  Contact  Pubibhing  &  Graphics  Divi¬ 
sion,  M-48  at  the  address  above. 
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Individual  may  review  own  data  upon  presentation  of  valid 
DOT  ID  card. 

Contesting  record  procedures:  Individual  may  change  own  data  at 
any  time. 

Record  source  categories:  DOT  F  1700.1  -  DOT  Form  prepared 
for  each  employee. 

DOT/OST  044. 

System  name:  Travel  and  Transportation  Management  File.  DOT/ 
OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Accounting  Operations  Division,  M-4S, 

400  7th  Street,  SW,  Room  2228, 

Washington,  I^  20390. 

Categories  of  individuals  covered  by  the  system:  All  travelers  visits 
using  OST  travel  funds. 

Categories  of  records  in  the  system:  Travel  Vouchers. 

Travel  Authorizations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Subsidiary  Accounting 
Records. 

Records  used  by: 

Accounting  Operations  Division  employees. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Open  files. 

Retrievability:  Alphabetically  by  employee  name. 

Safeguards:  Persons  given  access  are  screened  by  responsible  man¬ 
agement  personnel. 

Retention  and  disposal:  Destroy  after  4  years. 

System  manageKs)  and  address:  Chief,  Accounting  Operations  Di¬ 
vision,  M-45, 

D^rtment  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW,  Room  2228, 

Washington,  I^  20S90. 

Notification  procedure:  Department  of  Transportation, 

Office  of  the  Secretary, 

Accounting  Operations  Division,  M-4S, 

400  7th  Street,  SW,  Room  2228, 

Washington,  DC  20590. 

Record  access  procedures:  Same  as  ‘Notification  Procedure*. 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure*. 

Record  source  categories:  Program  Offices. 

DOT/OST  045. 

System  name:  Unsolicited  Contract  or  Research  and  Development 
Proposals  Embodying  Claims  of  Proprietary  Rights.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10424, 

Washington,  DC  20590.  • 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
believe  they  have  original  and  innovative  ideas  in  the  field  of  trans¬ 
portation. 

Categories  of  records  in  the  system:  Copies  of  descriptions  of 
proposed  innovations  or  inventions  and  methods  of  carrying  out  the 
proposal.  Evaluations  by  Patent  Counsel  of  the  adequacy  and  propri¬ 
ety  of  restrictive  markings  on  the  proposals  and  correspondence  of 
the  Patent  Counsel  pertaining  thereto. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  Used  as  a  record  of 
Patent  Counsel’s  action  in  individual  unsolicited  proposal  cases. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets  (Conserv-a-File). 

Retrievability:  Indexed  individually  by  name  and  subject  in  alpha¬ 
betical  sequence. 

Safeguards:  Records  are  disclosed  only  in  accordance  with  the 
terms  of  restrictive  markings  agreed  upon  between  submitter  and 
DOT. 


Retention  and  disposal:  Transfer  to  storage  when  three  years  old; 
Destroy  after  six  years. 

System  managerfs)  and  address:  Mail  Address: 

Patent  Counsel,  C-15, 

U.S.  Department  of  Transportation, 

Washin^on,  D.C.  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10424. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  Apply  to  System  Manager. 

Contesting  record  prdeedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  Forwarded  by  individual  or  by  the  DOT 
office  to  whom  unsolicited  proposal  was  addressed. 

DOT/OST  046. 

System  name:  Visit  Control  Records  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  Investigations  and  Purity,  M-50, 

400  7th  Street,  SW.  Room  10401,  • 

Washington,  I^  20590. 

Cate^ries  of  individuals  covered  by  the  system:  DOT  employees. 
Industrial  Security  contractor  employees,  non-employee  visitors  to 
DOT  facilities  during  security  hours. 

Categories  of  records  in  the  system:  Record  of  clearance  certifica¬ 
tion  Ocvel,  date  granted  and  basis)  on  employees  to  visit  facilities  or 
attend  meetings  mvolving  classifi^  information.  Record  of  security 
clearance  data  for  visitors  to  DOT  facility  from  other  agencies  and 
from  contractors.  Record  of  individuals  other  than  employees  who 
are  authorized  access  to  DOT  facilities  during  security  hours. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Confirming  to  the  proper 
authorities  the  security  clearance  for  individuals  requiring  access  to 
classified  information;  identifying  individuals  authorized  to  be  present 
in  DOT  facilities  during  security  hours. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Visitor  forms  and  letters. 

Retrievability:  By  name. 

Safeguards:  Stored  in  locked  room  with  proprietary  cipher  lock, 
available  only  to  authorized  staff  members. 

Retention  and  disposal:  Maintained  until  expiration  of  visit,  then 
destroyed. 

System  manageKs)  and  address:  Director  of  Investigations  and 
Security,  M-50, 

Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW,  Room  10401, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Security  clearance  information  furnished 
by  personnel  security  officers.  Visit  data  furnished  by  individual. 

DOT/OST  048. 

System  name:  Transportation  Research  Activities  Information  Serv¬ 
ice  (TRAIS).DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Transportation  Systems  Center  (TSC), 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  Program/Project 
Managers  and  research  investigators. 

Categories  of  records  in  the  system:  Notification  of  Technical 
Research  and  Development. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  on  on-going 
and  completed  research  and  development  accomplishments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Computer  disc  storage  and  magnetic  tape. 


Federal  Register  /  Vol.  45,  No.  36  /  Thursday,  February  21,  1980  /  Notices 


11771 


Retrievability:  Retrievable  by  keywords  and  unique  accession 
number  assigned  by  Data  Base  Administrator;  batch  process  or  on¬ 
line  interaction. 

Safeguards:  Physical  security  •  user  identification  and  passwords. 

Retention  and  disposal:  Up  to  three-year  retention  and  then  tape  is 
reused  which  destroys  previous  data. 

System  managerts)  and  address:  Chief,  Transprotation  Research 
Activity  Information  Services  Branch,  TST-25.1, 

D^artment  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Contract  Awards  from  Contracting  Of¬ 
fices,  Publication  of  Technical  Report. 

DOT/OST  049. 

System  name:  Transportation  Research  Information  Service  on  line 
(TRIS-On-Line).DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

System  physically  locat^  at  the: 

Battelle  Laboratories, 

Columbus,  OH 

Categories  of  individuals  covered  by  the  system:  Program/Project 
Managers  and  authors  of  reports. 

Categories  of  records  in  the  system:  Notification  of  Technical 
Research  and  technical  reports. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  on  on-going 
and  completed  research  and  development  accomplishments. 

See  Prefatory  Statement  of  General  Routine  Uses.  ' 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Computer  disc  storage  and  magnetic  tape. 

Retrievability:  Retrievable  by  keywords  and  accession  number 
assigned  by  Data  Base  Administrator,  batch  or  on-line  interaction. 

Safeguards:  Physical  security  -  User  identification  keywords  and 
passwords.  ^ 

Retention  and  disposal:  Up  to  five  year  accessibility,  tape  goes  to 
archival  storage. 

System  managerfs)  and  address:  Chief,  Transportation  Research 
Information  Services  Branch,  TST-2S.1, 

Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  EXT  20590. 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  eateries:  Contract  awards  received  from  Con¬ 
tracting  Offices,  Publication  of  Technical  Reports. 

DOT/OST  050. 

System  name:  Emergency  Alerting  Schedules.  DOT/RSPA. 

System  location:  These  records  are  located  in  the  national  head¬ 
quarters  of  the  Offices  of  the  Secretary;  the  heads  of  operating 
administrations,  regional  offices  of  the  Regional  Emergency  Trans¬ 
portation  Coordinators,  the  Regional  Administrators,  Erectors  and 
Commanders  of  the  operating  administrations  and  in  headquarters  of 
operating  administrations  divisions,  district  commands,  and  other 
field  offices  of  the  Department. 

Categories  of  individuals  covered  by  the  system:  Professional  and 
clerical  employees  and  military  members  of  the  U.S.  Government, 
Directors  -  designate  and  Deputy  Directors  -  designate  and  members 
of  the  National  Defense  Executive  Reserve  who  have  been  given 
emergency  billet  assignments  within  the  Department  of  Transporta¬ 
tion  Emergency  Structure. 

Categories  of  records  in  the  system:  The  Alerting  Charts  and 
Schedules  show  names  and  office  and  home  telephone  numbers  of 
individuals  in  calling  sequence  and  are  listed  by  national  headquarters 
and  by  regional  offices;  also  contain  similar  listings  designed  for 
management  convenience  within  DOT  and  the  operating  elements. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  identification  of 
individuals  required  to  insure  viability  of  DOT  in  the  immediate 
preattack  -  transattack  -  postattack  period  of  a  national  defense  emer¬ 
gency.  Available  to  the  Secretarial  Officers,  heads  of  operating  ad¬ 
ministrations  or  designated  subordinates  (national  and  regional)  and 
to  individuals  listed. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Publication  is  maintained  in  stock,  in  listings  in  each 
office  of  record,  and  in  standard  filing  equipment  in  locked  file 
rooms. 

Retrievability:  Manually  by  position  listing. 

Safeguards:  Metal  file  containers  or  other  standard  office  equip¬ 
ment  secured  in  a  locked  file  room  during  office  duty  hours. 

Retention  and  disposal:  Retained  until  republished  then  destroyed. 
System  manageKs)  and  address:  Director  of  Emergency  Transpor¬ 
tation,  DPB-30, 

Department  of  Transportation, 

Research  and  Special  Programs  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  any  of  the 
offices  listed  under  ‘System  Locations*.  Individuals  requesting  such 
information  must  sign  the  request  and  include  suitable  identification. 
Alternatively,  personal  visits  to  the  above  locations  with 

Eresentation  of  the  above  credentials  will  enable  individual  to 
:am  of  and  have  access  to  his  or  her  record. 

Record  access  procedures:  Individual  may  secure  or  obtain  infor¬ 
mation  on  procedures  for  gaining  access  to  records  by  (1)  referral  to 
the  information  sheet  issued  to  him  or  (2)  addressing  a  written  query 
to  the  offices  cited  under  System  Location,  (except  the  Facility 
Manager,  FAA  Records  Center,  West  King  Street  and  South  Maple 
Avenue,  Martinsburg,  WV  25401,  who  maintains  duplicate  files  in 
storage  only)  or  (3)  presenting  himself  to  those  offices. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Proce¬ 
dures*. 

Record  source  categories:  Office  or  Agency  of  employment. 
DOT/OST  054. 

System  name:  Time  and  Attendance  Report  (FHWA  Form  320  (7- 
73))  for  the  Office  of  Emergency  Transportation.  DOT/RSPA. 
System  location:  Department  Transportation  (DOT), 

Research  and  Special  Programs  Administration, 

Office  of  Emergency  Transportation  (OET),  (DPB-30), 

400  7th  Street,  SW,  Room  8330, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  Professional  and 
clerical  employees,  permanent  and  temporary,  and  consultants  em¬ 
ployed  in  OET. 

Categories  of  records  in  the  system:  Record  consists  of  a  computer 
punch  card  with  a  tissue  carbon. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  maintain  record 
of  attendance  at  duty  station  and  leave  accounts  of  employees  con¬ 
cerned. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  alphabetically  in  desk  of  the 
administrative  secretary  to  the  Director. 

Retrievability:  Maintained  alphabetically;  retrieved  manually. 
Safeguards:  Maintained  in  a  locked  file  room  in  a  building  under 
24  hour  guard;  admission  by  building  pass  only. 

Retention  and  dispo^  Hard  copy  forwarded  to  paymaster  every 
pay  period;  tissue  retained  indefinitely. 

System  managerfs)  and  address:  Director  of  Emergency  Transpor¬ 
tation,  DPB-30, 

Department  of  Transportation, 

Research  and  Special  Programs  Administration, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Intjuiries  may  be  addressed  to  the  System 
Manager.  Individuals  requestm^  such  information  must  sign  tte  re¬ 
quest  and  provide  suitable  identification. 
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Alternatively,  a  personal  request  to  the  System  Manager  or  his 
representative  will  enable  the  individual  to  have  access  to  his 
record. 

Record  access  procedures:  Individual  may  obtain  information  on 
procedures  for  gaining  access  by  addressing  a  written  query  to  die 
system  manager  or  by  presenting  himself  to  the  office  cited  in  loca¬ 
tion  above. 

Contesting  record  procedures:  Individual  may  obtain  information 
on  contest  by  request  to  the  System  Manager. 

Record  source  categories:  Individuals  concerned.  Personnel  and 
pay  account  records. 

DOT/OST  055. 

System  name:  Application  for  U.  S.  Government  Motor  Vehicle 
Operator’s  Identi-  fication  Card  (Government  Drivers  License).* 
DOT/OST. 

System  location:  Department  of  Transportation  (DOT),  Office  of 
the  Sojretary  (OST), 

Transportation  Branch  (M-444), 

400  7th  Street,  SW,  Room  2318, 

Washington,  DC  20S90. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  all  OST  employees  who  are 
licensed  to  operate  government  vehicles. 

Categories  of  records  in  the  system:  Application  for  operator’s 
Identification  Card. 

Physical  fitness  inquiry. 

Accident  Reports. 

NHTSA  Vehicle  Driver  Register  Report 

Routine  uses  of  records  maintained  in  the  system,  inciudiag  cat^o- 
ries  of  users  and  Uie  purposes  of  such  uses:  l^ermine  qualUications 
and  Btness  for  issuance,  retention,  revocation  or  renewal  of  operators 
license. 

Limited  access  to  issuing  official  and  those  persons  whose 
official  duties  require  such  access. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  a  locking  filing  cabinet  in 
folders. 

Retrievability:  These  records  are  filed  in  alphabetical  order  with  a 
cross  reference  by  permit  number  in  a  log. 

Safeguards:  Limited  access  to  issuing  official  and  those  persons 
whose  official  duties  require  such  access. 

Retention  and  disposal:  Retained  for  5  years  after  separation, 
retirement  or  transfer  of  individual  or  expiration  of  license  and  then 
destroyed. 

System  managerCs)  and  address:  Chief,  Transportation  Branch, 
Department  of  Transportation, 

Office  of  the  Secretary, 

Chief,  Transportation  Branch  400  7th  Street,  SW,  Room  2318, 
Washington,  DC  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to: 

Department  of  Transportation, 

Office  of  the  Secretary, 

Transportation  Branch,  TAD-444, 

400  7th  Street,  SW,  Room  2318, 

Washington,  DC  20590. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  con¬ 
tact,  or  address  their  inquiries  to,  the  system  manager. 

Contesting  record  procedures:  To  contest  a  record,  contact  the 
System  Manager. 

Record  source  categories:  Applications  received  from  individu^s 
for  operator’s  license. 

Accident  reports  received  from  individuals. 

DOT/OST  056. 

System  name:  Garnishment  Files.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

Office  of  the  Assistant  General  Counsel  for  Environmental, 

Civil  Rights  and  General  Law, 

400  7th  Street,  SW,  Room  10424, 

Washington,  I^  20590. 


Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Department  of  Transportation,  including  members  of  the  Coast 
Guard,  whose  pay  is  sought  to  be  attached  under  section  459  of  the 
Social  Security  Act ,  42  U.S.C.  659. 

Categories  of  records  in  the  system:  Correspondence  and  court 
orders,  and  copies  thereof.conceming  attachment  of  employees’  pay. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Used  as  record  of 
garnishments  and  Garnishment  Attorney’s  action  thereon. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  the  Garnishment  Attorney’s  office. 

Retrievability:  Indexed  individually  by  name  in  alphabetical  order. 

Safeguards:  Records  are  disclosed  only  to  individuals  with  estab¬ 
lished  legal  interest  or  legal  ’need  to  know*. 

Retention  and  disposal:  Retained  for  as  long  as  the  attachment  of 
pay  continues  and  thereafter  as  needed  for  precedential  value. 

System  managerfs)  and  address:  Mail  Address: 

Garnishment  Attorney,  C-10, 

U.S.  Department  of  Transportation, 

Washington,  DC  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  10424. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  Apply  to  System  Manager. 

Contesting  record  procedures:  Apply  to  System  Manager. 

Record  source  categories:  Data  is  obtained  from  state  courts  and 
agencies,  private  attorneys,  present  and  former  spouses  of  employees, 
and  federal  pay  records. 

DOT/OST  057. 

System  name:  Honors  Attorney  Recruitment  Files.  DOT/OST. 

Security  classification:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

400  7th  Street,  SW,  Room  10428, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  Third-year  law 
students  and  recent  law  school  graduates. 

Categories  of  records  in  the  system:  Resumes,  transcripts,  copies  of 
Personnel  Form  171. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Us^  by  General  Counsel, 
Chief  Counsels,  and  their  staffs  in  filling  job  vacancies  for  attorneys. 
See  also  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  in  file  cabinets. 

RetrievabUity:  Indexed  individually  by  name  in  alphabetical  order. 

Safeguards:  Records  are  disclosed  only  to  individuals  who  have 
legal  interests  in  the  records  or  legal  ‘need-to-know.‘ 

Retention  and  disposal:  Retained  at  system  location  for  5  years, 
then  destroyed. 

System  manager(s)  and  address:  Mail  Address: 

Special  Assistant  to  the  General  Counsel,  C-4, 

U.S.  Department  of  Transportation, 

Washington,  DC  20590. 

Office  Location: 

400  7th  Street,  SW.  Room  10428. 

Notification  procedure:  Contact  the  System  Manager. 

Record  access  procedures:  Contact  the  System  Manager. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure.* 

Record  source  categories:  Law  students,  recent  law  school  gradu¬ 
ates,  General  Counsel,  Chief  Counsels  and  their  staffs. 

DOT/OST  058. 

System  name:  Public  Information  Distribution  System.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

400  7th  Street,  SW, 

Washin^on,  I^  20590. 

System  is  located  in  the 
Office  of  Public  Affairs,  1-30, 
and  in  the 
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Office  of  the  Assistant  Secretary  for  Administration,  M-1. 

Categories  of  individiials  covered  by  the  system:  News  media  repre¬ 
sentatives;  Federal,  state  and  local  government  officials;  Congression¬ 
al  representatives  and  Senators;  educators;  librarians;  foreign  govern¬ 
ment  and  foreign  industry  officials;  domestic  transportation  industry 
officials;  and  interested  members  of  the  general  public. 

Categories  of  records  in  the  system:  Names  and  addresses;  subjects 
of  interest  to  addressee. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  For  effective  dissemina¬ 
tion  of  Departmental  public  information  materials. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  disc;  Xerox  730  cards;  and  computer 
printouts. 

Retrievability:  By  name  of  addressee;  by  subject  of  interest. 

Safeguards:  Computer  storage  secured  by  access  codes  and  pass¬ 
words;  cards  and  printouts  are  stored  in  locked  files,  accessible  only 
by  authorized  personnel. 

Retention  and  disposal:  Record  of  addressee  retained  until  person 
wishes  to  be  removed  from  list  or  until  deleted  as  a  result  of  annual 
purge. 

System  managerfs)  and  address:  Director  of  Public  Affairs, 
Department  of  Transportation, 

,  Office  of  the  Secretary, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the:  Depart¬ 
ment  of  Transportation, 

Office  of  the  Secretary, 

Director  of  Public  Affairs, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 
directed  to  the  Secretary  of  Transportation,  if  request  for  modifica¬ 
tion  or  deletion  is  denied. 

Record  source  categories:  Published  lists  (e.g.,  media  directories); 
other  governmental  agencies;  and  specific  requests  by  addressees  and 
interested  parties. 

DOT/OST  059. 

System  name:  Files  of  the  Board  for  Correction  of  Military  Records 
(BCMR)  for  the  Coast  Guard.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  General  Counsel, 

Board  for  Correction  of  Military  Records, 

400  7th  Street,  SW,  Room  9414, 

Washington,  E)C  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  filed  applications  for  relief  before  the  Board. 

Categories  of  records  in  the  system:  Applications  and  related  docu¬ 
ments,  Board  decisions,  and  official  military  records  of  applicants. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Chairman, 
the  Board,  the  Executive  Secretary  and  Staff  in  determining  whether 
to  grant  relief  to  applicants. 

Used  by  the  Coast  Guard  in  presenting  its  views  to  the  Board 
concerning  pending  cases.  Also  used  by  applicant  and  his 
representative. 

Used  by  the  General  Counsel  and  his  staff  in  determining 
whether  to  approve  decisions  of  the  board. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  file  cabinets. 

Retrievability:  Indexed  individually  by  name  in  one  of  two  alpha¬ 
betical  sequences  representing  pending  and  closed  cases.  Also  in¬ 
dexed  by  docket  number.  Pending  cases  filed  by  docket  number; 
closed  cases  filed  alphabetically. 

Safeguards:  Records  are  disclosed  only  to  the  applicant,  his  repre¬ 
sentative,  interested  members  of  Congress,  and  the  Cotut  Guard. 


Retention  and  disposal:  Transfer  of  official  military  record  of 
individual  separated  from  service  to  Federal  Records  Center  when 
case  closed;  transfer  of  official  military  record  of  Active  or  Reserve 
member  to  Coast  Guard  Headquarters  when  case  closed;  re-  tention 
of  application  file  in  all  cases. 

System  managerfs)  and  address:  Mail  Address: 

Executive  Secretary, 

Board  for  the  Correction  of  Military  Records,  C-60, 

U.S.  Department  of  Transportation, 

Washin^on,  DC  20590. 

Office  Location: 

400  7th  Street,  SW,  Room  9414. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  Apply  to  System  Manager. 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  cathodes:  U.S.  Coast  Guard,  Veterans  Administra¬ 
tion,  individual  applicants. 

DOT/OST  061. 

System  name:  Records  of  Official  Time  Granted  Employees  for 
Performing  Representational  Functions. 

System  location:  All  DOT  locations. 

Categories  of  individuals  covered  by  the  system:  None. 

Categories  of  records  in  the  system:  All  employees  representing 
other  DOT  employees,  pursuant  to  such  employees’  right  to  repre¬ 
sentation  under  statute,  regulation,  executive  order,  or  the  terms  of  a 
collective  bargaining  agreement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  records  the 
amount  of  official  time  granted  to  individuals  to  perform  employee 
representational  functions,  and  the  purpose  for  which  the  official 
time  was  used.  Information  in  these  records  may  be  used:  1.  By 
agency  officials  and  officially  recognized  labor  unions  for  review  to 
assure  that  the  use  of  officii  time  is  in  accordance  with  applicable 
govemment/agency  policy  and  regulations.  2.  Preparation  of  analyt¬ 
ical  and  statistical  studies  and  reports.  3.  See  prefatory  statement  of 
general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Stora^:  Records  are  maintained  in  file  folders,  punch  cards, 
magnetic  tape,  discs,  or  by  other  electronic  means. 

RetrievabUity:  These  records  are  retrieved  by  name  or  by  catego¬ 
ry  of  use. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
agency  personnel  whose  official  duties  require  such  access,  and  to 
officially  recognized  labor  unions  with  respect  to  employees  within 
the  units  that  they  represent.  Safeguards  include  locked  buildings, 
guard  service,  and  locked  file  cabinets. 

Retention  and  disposal:  Statistical  information  from  these  records 
may  be  made  available  to  other  agencies  or  to  the  interested  public. 
These  records  are  destroyed  after  three  years. 

System  manageris)  and  address:  The  Personnel  Officer  of  each 
DOT  facility,  or  the  Chief,  Labor-Management  Relations  Division, 
Office  of  Personnel  and  Training,  Office  of  the  Assistant  Secretary 
for  Administration,  U.S.  Department  of  Transportation,  400  7th 
Street  SW.,  Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  or  write  to  the  System  Man¬ 
ager  for  information  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  or  write  the  System  Man¬ 
ager.  Reasonably  identify  the  record  and  specify  the  information  to 
be  contested. 

Record  source  categories:  Federal  employees  and  supervisors. 

DOT/OST  090. 

System  name:  Memorandum  of  Monthly  Performance  of  Keypunch 
Operators.  DOT/OST. 

System  location:  Department  of  Transportation  (DOT), 

Assistant  Secretary  for  Administration  (M-90), 

Transportation  Computer  Center, 

Operations  Division  -  Data  Section, 

400  7th  Street,  SW,  Room  2401, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Keypunch  and 
key-to-tape  operators. 
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CMegories  of  records  in  the  system:  The  System  consists  of  a 
Computer  Printout  Report  containing  various  production  informa¬ 
tion. 

Routine  uses  of  records  maintained  in  the  S3rstei^  inchiding  ^ego- 
ries  of  users  and  the  purposes  of  such  uses:  This  information  is  used 
as  a  measurement  of  employee  performance  and  equipment  utilization 
by  TCC  managers. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  The  report  is  in  the  form  of  a  computer  printout 

Retrievability:  System  is  indexed  by  employee  number.  Employ¬ 
ee’s  name  does  not  appear  on  report. 

Safeguards:  Report  is  returned  and  filed  in  a  folder  by  Chief,  Data 
Section  in  a  locked  file  drawer. 

Retention  and  disposal:  The  reports  are  kept  for  a  pmod  of  one 
year  at  which  time  they  are  disposed  of  by  a  shredding  process. 

System  manageKs)  and  address:  Chief,  TCC  Operations  Group  A, 
Department  of  Transportation, 

Assistant  Secretary  for  Administration  (M-90), 

Transportation  Computer  Center, 

400  7th  Street,  SW,  Room  2401, 

Washington,  20S90. 

Chief,  TCC  Operations  Group  B, 

Department  of  Transportation, 

Assistant  Secretary  for  Administration  (M-90), 

Transportation  Computer  Center, 

400  7th  Street,  SW,  Room  2401, 

Washington,  20390. 

Notification  procedure:  Same  as  in  ‘System  Manager*  above. 

Record  access  procedures:  Same  as  in  ‘System  Manager*  above. 

Contesting  record  procedures:  Same  as  m  ‘System  Manager*  above. 

Record  source  categories:  The  information  comes  from  an  employ¬ 
ee  utilization  form  fQled  out  by  each  operator  for  each  job  keyed. 

DOT/OST  100 

System  name:  Investigative  Record  System.  DOT/OST 

System  location:  Department  of  Transportation  (DOT), 

Office  of  the  Secretary  (OST), 

Office  of  the  Inspector  Genefid 
400  7th  Street,  S.W. 

Washington,  D.C.  20S90 

Categories  of  individuals  covered  by  the  system:  Present  and  former 
DOT  employees,  DOT  contractors  and  employees  as  well  as  gran¬ 
tees,  subgrantees,  contractors,  subcontractors  and  their  employees 
and  recipients  of  DOT  monies,  and  other  individuals  or  incidents 
subject  to  investigation  within  the  purview  of  the  Inspector  General 
Act 

Categories  of  records  in  the  system:  Results  of  investigations  and 
inquiries  conducted  by  Inspector  General  (OST);  reports  of  investiga¬ 
tions  conducted  by  other  departmental,  Federal,  state  and  local  inves¬ 
tigative  agencies  which  relate  to  the  mission  and  function  of  the 
Inspector  General;  and  investigative  case  index  card  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  con¬ 
tained  in  the  Investigative  Records  System  is  collected  and  main¬ 
tained  in  the  administration  of  the  Inspector  General  Act  of  1978 
(Public  Law  95-452)  to  investigate,  prevent  and  detect  fraud  and 
abuse  in  department^  programs  and  operations.  Material  gathered  is 
used  for  prosecutive,  civil  or  administrative  actions.  These  records 
may  be  disseminated,  depending  on  jurisdiction,  to: 

DOT  Officials  in  the  administration  of  their  responsibilities. 

Other  Federal,  state,  local  or  foreign  agencies  or  administrations 
having  interest  or  jurisdiction  in  the  matter. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  records  in  case  folders  in  manual  filing  system  and 
on  index  cards. 

Retrievability:  By  name  or  incident  title. 

Safeguards:  Investigative  files  and  case  index  files  are  maintained 
in  several  spaces  with  appropriate  access  controls.  Access  to  investi¬ 
gative  files  is  restricted  to  authorized  investigative  personnel  on  a 
‘need  to  know*  basis. 

Retention  and  disposal:  Investigative  material  held  for  ten  years, 
then  destroyed  by  secure  means  us^  for  classified  materials. 

System  manager(s)  and  address:  Inspector  General  (J-1), 


Department  of  Transportation, 

Office  of  the  Secretary, 

400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Same  as  ‘System  Manager*. 

Record  access  procedures:  Same  as  ‘System  Manager*.  Investiga¬ 
tive  data  compiled  for  law  enforcement  purposes  may  be  exempt 
from  the  access  provisions  pursuant  to  5  USC  552a(kXl),  (kX2),  or 
0K2). 

Contesting  record  procedures:  Same  as  ‘Record  Access  Procedure*. 

Record  source  categories:  These  records  contain  information  ob¬ 
tained  from  interviews,  review  of  records  and  other  authorized  inves¬ 
tigative  techniques.  ^ 

Systems  exempted  from  certain  provisions  of  the  act:  Investigative 
data  compiled  for  law  enforcement  purposes  may  be  exempt  from  the 
access  provisions  pursuant  to  5  USC  552a(jX2),  ^XO  or  (k)(2X 

DOT/OST  101. 

System  name:  Office  of  Inspector  General,  Management  Information 
System  (OIG/MIS). 

System  location:  Office  of  Inspector  General, 

Management  Information  Staff, 

Room  9200,  400  7th  Street,  S.W., 

Washington,  D.C.  20590. 

Using  the  Computer  Sciences  Corporation  Infonet  Timesharing 
System,  Beltsville,  Maryland. 

Categories  of  individuals  covered  by  the  system:  All  active  employ¬ 
ees  of  the  OIG,  with  history  data  on  previous  employees  maintained 
for  two  years. 

Categories  of  records  in  the  system:  Individual’s  current  position 
and  employment  status,  assignments,  travel,  experience,  training,  with 
the  following  personal  data:  name,  social  security  account  number, 
date  of  birth,  service  computation  date,  career  status,  address,  as¬ 
signed  station,  job  series,  clearance,  education,  grade  and  evaluation 
due  date. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  There  wall  be  no  external 
uses.  Internally,  informaticm  will  be  used  as  follows:  (1)  Security 
clearance  notiflcation  alerts  may  be  provided  to  an  examined  activity 
in  advance  of  visits  by  OIG  personnel  if  information  to  be  examined 
requires  a  secret  clearance  or  above;  (2)  Time  and  attendance  reports 
will  be  used  to  track  temporary  duty  travel  frequency  and  duration, 
to  categorize  indirect  time  for  periodic  reports,  to  accrue  staff  hour 
data  on  assigned  projects,  and  to  provide  time  and  attendance  data  to 
the  centralized  payroll  system;  (3)  Planned  annual  leave  reporting 
will  be  used  by  various  managers  for  woridoad  planning  and  travel 
scheduling;  (4)  Assignment  information  and  workload  status  informa¬ 
tion  wUl  used  by  managers  to  control  audits  and  investigations, 
and  to  maximize  effectiveness  or  staff  resources;  (5)  Miscellaneous 
personnel  information  will  be  used  by  staff  managers  to  determine 
training  needs,  promotional  eligibihty,  education  and  background, 
and  professional  organization  participation;  (6)  Travel  information 
will  be  used  by  managers  to  control  temporary  duty  travel,  travel 
costs  and  issuances  of  travel  orders. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Active  reports  on  magnetic  disk,  with  backup  active 
records  and  inactive  records  maintained  on  magnetic  tape. 

Retrievability:  All  records  will  be  retrievable  through  employee 
social  security  number,  with  selected  records  having  certain  second¬ 
ary  keys  consisting  of  certain  other  data  elements,  listed  in  the 
‘Categories  of  Records  in  the  System*. 

Safeguards:  (1)  Records  will  be  maintained  in  a  private  library  not 
accessible  by  any  unauthorized  user;  (2)  Authorized  user  identifica¬ 
tion  codes  will  be  tied  to  multiple  password  system  to  afford  addi¬ 
tional  protection;  (3)  Any  attempt  to  bypass  the  password  protection 
system  will  result  in  an  immediate  ‘l^g-Off  from  the  system;  (4) 
Physical  access  to  system  documentation,  hard  copy  printouts,  per¬ 
sonal  data  files,  and  terminals  will  be  restricted  to  authorized  person¬ 
nel  by  maintaining  a  secure  environment  in  the  headquarters  office; 
(5)  Access  to  data  will  be  restricted  to  those  who  require  it  in  the 
performance  of  their  official  duties  and  to  the  individual  who  is  the 
subject  of  the  record  (or  authorized  representative);  (6)  Tape  files 
will  be  maintained  in  an  environmentally  secure  vault  area  when  not 
in  use. 

Retention  and  disposal:  Records  will  be  maintained  for  two  years  > 
after  they  become  inactive.  All  inactive  records  will  be  maintained 
on  magnetic  tape  within  the  computer  center  and  will  be  afforded 
the  same  safeguards  as  active  records.  Machine-resident  records  will 
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be  destroyed  at  the  end  of  the  two  year  period.  Hard  copy  records 
will  be  retained  until  the  records  are  replaced  or  become  obsolete. 

System  manager(s)  and  address:  Chief,  Management  Information 
Staff, 

Office  of  Resources  and  Management,  JP-20, 

Office  of  the  Inspector  General, 

Room  9200,  400  7th  Street,  S.W., 

Washington,  D.C.  20390. 

Notification  procedure:  Department  of  Transportation, 

Office  of  Inspector  General, 

Room  9200,  400  7th  Street,  S.W., 

Washington,  D.C.  20590 

Attn:  Assistant  Inspector  General  for  Resources  and 
Management 

Record  access  procedures:  Contact  System  Manager. 

Record  source  categories:  (1)  Official  personnel  folder;  (2)  Other 
personnel  documents;  (3)  Activity  supervisors;  (4)  Individual  applica¬ 
tions  and  forms. 

DOT/SLS  151. 

System  name:  Claimants  under  Federal  Tort  Claims  Act.  DOT/SLS. 

System  location:  Department  of  Transportation  (DOT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 
Administration  Building, 

180  Andrews  Street, 

Massena,  NY  13662. 

Categories  of  individuals  covered  by  the  system:  Persons  who  make 
claims  against  the  Corporation. 

Categories  of  records  in  the  system:  Claims  forms  on  which  are 
record^  name,  address,  age  and  marital  status  of  claimants. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Used  by  General  Counsel 
to  determine  allowability  of  claims. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Indexed  by  subject  and  name. 

Safc^ards:  Records  are  kept  in  locked  file  cabinets  and  are 
accessible  only  to  the  General  Counsel  and  his  secretary. 

Retention  and  disposal:  Records  are  retained  indefinitely  since  they 
are  not  extensive  and  are  used  for  reference. 

System  manageris)  and  address:  General  Counsel, 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

P.  O.  Box  520, 

Massena,  NY  13662. 

Notification  procedure:  The  individual  may  inquire,  in  writing,  to 
the  above  System  Manager  to  inquire  whether  this  system  of  records 
applies  to  him/her. 

Record  access  procedures:  An  individual  may  gain  access  to  his/ 
her  records  by  written  request  to  the: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration,  * 

P.O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration,  as  under  ‘Record  Access 
Procedure*,and  if  not  resolved  at  that  level,  may  be  appealed  in 
writing  to  the  Secretary  of  Transportation  addressed  as  follows: 
Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Administrator,  SLSDC, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  categories:  Claimants. 

DOT/SLS  152. 

System  name:  Data  Automation  Program  Records.  DOT/SLS. 

System  location:  Department  of  Transportation  (DOT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 
Administration  Building, 

180  Andrews  Street, 

Massena,  NY  13662. 


Categories  of  individuals  covered  by  the  system:  Employees  and 
consultants. 

Categories  of  records  in  the  system:  Payroll  and  leave  records, 
work  measurement  records,  travel  vouchers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Payroll  and  voucher 
disbursement: 

GAO  audits. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  reels,  punch  cards,  micro-film  cassettes  and 
supporting  documents. 

Retrievability:  Indexed  by  social  security  number  and  name. 
Safeguards:  Records  are  kept  in  locked  file  cabinets  or  locked 
rooms  accessible  to  appropriate  supervisor,  his  immediate  assistants 
and  secretary. 

Retention  and  disposal:  Records  are  retained  in  accordance  with 
GAO  and  GSA  schedules. 

System  manageris)  and  address:  Comptroller, 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

P.O.  Box  520, 

Massena,  NY  13662. 

Notification  procedure:  The  individual  may  inquire,  in  writing,  to 
the  System  Manager  to  inquire  whether  this  system  of  records  ap¬ 
plies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration, 

P.O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration,  at  the  address  given  in 
‘Record  Access  Procedure*. 

If  not  resolved  at  that  level,  may  be  appealed  in  writing  to  the 
Secretary  of  Transportation  addres^  as  follows: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 
Administrator,  SLSDC, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  categories:  Information  obtained  from  employees, 
personnel  records,  consultants. 

DOT/SLS  153. 

System  name:  Employees’  Compensation  Records.  DOT/SLS.  , 
System  location:  Department  of  Transportation  (DOT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 
Administration  Building, 

180  Andrews  Street, 

Massena,  NY  13662. 

Categories  of  individuals  covered  by  the  system:  Employees. 
Categories  of  records  in  the  system:  Claim  forms  on  which  are 
recorded  employees’  personal  statistics,  medical  record. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  determining  ^lowabi- 
lity  of  claims. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders  and  micro-film  cassette. 

Retrievahility:  Indexed  by  name. 

Safeguards:  Records  are  kept  in  locked  file  cabinets  and  are 
accessible  to  cognizant  Personnel  Officers. 

Retention  and  disposal:  Retained  indefinitely  for  possible  future 
use. 

System  manageris)  and  address: 

Director  of  Administration, 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

P.O.  Box  520 
Massena,  NY  13662. 
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Notification  procedure:  The  individual  may  inquire,  in  writing,  to 
the  above  System  Manager  to  inquire  whether  this  system  of  records 
applies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to: 

Department  of  Transportation,  i 

Saint  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration, 

P.O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  System  Manager  and  if  not  resolved  at  that  level,  may 
be  appealed  in  writing  to  the: 

Secretary  of  Transportation, 

Saint  Lawrence  S^way  Development  Corporation, 

Administrator.  SLSDC, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  categories:  Injured  employee,  witnesses,  supervisors, 
hospitals,  physicians. 

DOT/SLS  155. 

System  name:  Emergency  Operating  Records  (Vital  Records). 
IX)T/SLS. 

System  location:  Department  of  Transportation  (EXIT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 
Eisenhower  Lock  (Emergency  Relocation  Site), 

Massena,  NY  13662. 

Categories  of  Individuals  covered  by  the  system:  Employees. 

Categories  of  records  in  the  system:  Retirement  records,  payroll 
distribution  records,  leave  records,  employee  roster  and  next  of  kin 
records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  insure  continuity  of 
operations  during  and  after  a  national  defense  emergency. 

See  Prefatory  Statement  of  General  Routine  Uses.  • 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Indexed  by  name  and  social  security  number. 
Safeguards:  Locked  metal  file  container.  I 
Retention  and  disposal:  Retained  until  updated  annually;  then  old 
records  destroyed. 

System  managerfs)  and  address:  Director  of  Administration  (Emer-  ^ 
gency  Coordinator), 

Department  of  Transportaion, 

Saint  Lawrence  Seaway  Development  Corporation, 

P.  O.  Box  520, 

Massena,  NY  13662. 

Notification  procedure:  Individuals  may  inquire  in  writing  to  the 
System  Manager  to  inquire  whether  this  system  of  records  applies  to 
him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to  the: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration, 

P.  O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at  that 
level,  may  be  appealed  in  writing  to  the  Secretary  of  Transportation 
addressed  as  follows: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Administrator  SLSDC, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  categories:  Personnel  records,  time  cards,  and  relat¬ 
ed  supporting  documents. 

DOT/SLS  156. 

System  name:  Safety  Management  Information  System.  DOT/SLS. 
System  location:  Department  of  Transportation  (DOT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 

Safety  and  Security  Division,Eisenhower  l^k, 

Massena,  NY  13662. 


Categories  of  individuals  covered  by  the  system:  Federal  employees, 
contractor  personnel  and  visitors. 

Categories  of  records  in  the  system:  Accident  Reporting  Records. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  To  submit  required 
reports. 

Provide  data  base  for  analysis  and  corrective  action. 

Statistical  records. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Indexed  by  name. 

Safeguards:  Locked  metal  file  cabinets  accessible  to  Safety  and 
Security  Officer. 

Retention  and  disposal:  Retained  for  three  years,  then  destroyed. 

System  manager(s)  and  address:  Safety  and  Security  Officer, 
Department  of  Transporatation, 

St.  Lawrence  Seaway  Development  Corporation, 

P.O.  Box  520, 

Massena,  NY  13662. 

Notification  procedure: '  The  individual  may  inquire  ,  in*  writing,  to 
the  System  Manager  to  inquire  whether  this  system  of  records  ap¬ 
plies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
record(s)  by  written  request  to: 

Department  of  Transportation, 

St.  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration, 

'  P.O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at  that 
level,  may  be  appealed  in  writing  to  the  Secretary  of  Transportation, 
addressed  as  follows: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

Administrator,  SLSDC, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  categories:  Federal  employees  and  supervisors. 

DOT/SLS  157. 

System  name:  Vehicle  Operator  Identification  System.  DOT/SLS. 

System  location:  Department  of  Transportation  (DOT), 

Saint  Lawrence  Seaway  Development  Corporation  (SLSDC), 
Safety  &  Security  Division,  Eisenhower  Lock, 

Massena,  NY  13662. 

Categories  of  individuals  covered  by  the  system:  Employees. 

Categories  of  records  in  the  system:  This  record  contains  personal 
identification,  vehicle  limitations  and  driving  record;  also  contains 
information  on  employee’s  physical  condition. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  ensure  safe  operation 
of  government  owned  vehicles  on  government  business. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Card  and  file  folders. 

Retrievability:  Indexed  by  name  and  identification  number. 

Safeguards:  Records  kept  in  locked  file  cabinets  accessible  only  to 
Safety  and  Security  Officer. 

Retention  and  disposal:  Maintained  for  tenure  of  the  employee  plus 
1  year,  then  destroyed. 

System  manageKs)  and  address:  Safety  and  Security  Officer, 
Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 

P.O.  Box  520, 

Massena,  NY  13662. 

Notiffcation  procedure:  The  individual  may  inquire,  in  writing,  to 
the  System  Manager  to  inquire  whether  this  system  of  records  ap¬ 
plies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to: 

Department  of  Transportation, 
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Saint  Lawrence  Seaway  Development  Corporation, 

Director  of  Administration, 

P.  O.  Box  520, 

Massena,  NY  13662. 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and,  if  not  resolved  at  that 
level,  may  be  appealed  in  writing  to  the  Secretary  of  Transporata- 
tion,  addressed  as  follows: 

Department  of  Transportation, 

Saint  Lawrence  Seaway  Development  Corporation, 
Administrator, 

P.O.  Box  520, 

Massena,  NY  13662. 

Record  source  cat^ories:  Information  obtained  from  employee  and 
from  records  maintained  in  the  Personnel  Division. 

DOT/TSC  700. 

System  name:  Automated  Management  Information  System.  DOT/ 
TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Computer  Services  Division,  DTS-86, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  All  TSC  employ¬ 
ees. 

Categories  of  records  in  the  system:  Contains  job  related  informa¬ 
tion  associated  with  the  following  applications:  ADP  services,  prop¬ 
erty  management,  procurement  requests,  contract  information,  travel 
information,  program  and  related  job  plans,  patent  data,  space  utiliza¬ 
tion,  park  control  and  other  pertinent  management  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  The  general  proposes  of 
this  system  are  intended  for  internal  management  and  control,  includ¬ 
ing: 

Computer  facility  planning.  > 

ADP  cost  distribution. 

Budget  and  planning  analysis. 

Procurement  tracking. 

Procurement  statistics  and  analysis. 

Information  of  travel  incurred. 

Contract  administration. 

Control  of  property. 

Control  of  building  space. 

Control  of  parking  facilities. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape  and  disk. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Access  to  the  systems  and  their  associated  data  banks 
is  available  thrqugh  the  utilization  of  the  unique  project  and  pro¬ 
grammer  numbers,  and  the  passwords  known  only  by  the  authorized 
custodians. 

Access  to  reports  is  controlled  by  the  Reports  Distribution 
function  of  the  Administrative  Directorate  on  a  need-to-know 
basis.  For  normal  working  requirements,  the  reports  are 
distributed  to  the  functional  areas  responsible  for  the  data 
generation. 

Access  to  the  computer  room  and  its  associated  areas  where  data 
and  reports  are  stored  is  delineated  in  the  TSC  ADP  Facility 
Document  on  Safeguards  and  Controls. 

Retention  and  disposal:  The  systems  are  permanent  unless  re¬ 
placed. 

The  data  banks,  for  the  most  part,  are  related  to  fiscal  year 
activity. 

Subsequent  to  the  fiscal  year,  the  data  banks  become  either  part 
of  the  history  file  of  the  system  or  are  maintained  by 
themselves  for  historical  reasons. 

Data  records  are  deleted  from  the  data  banks  on  an  as-required 
basis,  and  subsequently  are  eliminated  from  associated  reports. 
Reports  used  as  daily  working  papers  are  retained  only  until 
updated  reports  are  produced  and  then  the  old  reports  are 
discarded.  OfTicial  closing  reports  corresponding  to  month-end 
and  fiscal-year-end  periods  are  retained  for  longer  periods  and 
are  not  subject  to  any  rigid  disposal  procedure. 

System  manageKs)  and  address:  Director  of  Administration,  DTS- 

86, 

Department  of  Transportation, 


Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  through  the 
Director  of  Administration  from  the 
Department  of  Transportation, 

Transportation  Systems  Center, 

Chief,  Computer  Services  Division,  DTS-86, 

Kendall  Square, 

Cambridge,  MA  02142. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

An  individual  may  gain  access  to  his  data  by  written  request. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  cate^ries:  Administrative  functional  areas  and  tech¬ 
nical  directorates  utilizing  standard  forms  and  special  TSC  forms 
such  as  the  ADP  Job  Order  form,  the  Procurement  Request  form,, 
the  TSC  Contract,  the  Property  Control  form  the  Project  Program 
Agreement  (PPA  form,  and  the  Work  Plan  Budget  (WP)  form. 

-  DOT/TSC  701. 

System  name:  Employee  Travel  Records.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Management  and  Budget  Division, 

Accounting  Branch,  DTS-823, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  TSC  employees 
and  other  Government  employees  and  private  persons  issued  invita¬ 
tional  travel  orders  to  confer  on  Government  problems. 

Categories  of  records  in  the  system:  Travel  records  pertaining  to 
reimbursements  to  individuals,  consisting  of: 

Copies  of  travel  orders. 

Per  diem  vouchers. 

Transportation  requests. 

Hotel  reservations  and  all  supporting  papers  relating  to  official 
travel  of  TSC  employees  or  others  authorized  to  travel  by 
law. 

Travel  logs. 

Travel  reservation  record  card. 

ADP  travel  reports. 

Teletype  ticket  listing. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  and  control,  and 
also  to  authorize  travel  and  reimbursement  of  expenses  incurred. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Travel  forms,  logs,  card  files,  basic  documents  and  other 
paper  records,  including  ADP  printouts. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets.  Logs 
are  generally  maintained  in  locked  desk  drawer. 

Retention  and  disposal:  Travel  administration  unit  copies  are  main¬ 
tained  two  (2)  years  then  forwarded  to  the  Federal  Records  Center 
where  they  are  disposed  of  after  one  (1)  additional  year. 

Obligation  copies  are  disposed  of  when  funds  are  obligated, 
generally  by  shredding. 

System  manageKs)  and  address:  Chief,  Management  and  Budget 
Division,  DTS-82, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 
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Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  An  individual  may  gain  access  to 
his  records  by  written  request. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  r^lvment  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Droartment  of  Transportation, 

Omcc  of  the  Secretary, 

Office  of  the  General  Qjunsel, 

400  7th  Street,  SW, 

Washington,  205%.  ' 

Record  source  categories:  Individual’s  request  for  travel  and  reim¬ 
bursement  with  all  supporting  papers  relating  to  official  travel. 

DOT/TSC  702. 

System  name:  Legal  Counsel  Information  Files.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Office  of  Legal  Counsel,  Code  14, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  TSC  employees 
involv^  with  legal  matters. 

Categories  of  records  in  the  system:  Counseling  records,  conflict  of 
interest  and  Source  Evaluation  Board  (SEB),  and  individual  claims 
and  personnel  actions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  and  control, 
including  administrative  reference  and  advising  and  counseling  in 
legal  matters. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  record  folders. 

Retrievability:  Indexed  by  employee’s  name  and  subject  matter. 
Safeguards:  Records  are  maintained  in  locked  desk  drawers  and 
safe. 

Retention  and  disposal:  One  (1)  year  after  flnal  action. 

System  managerfs)  and  address:  Legal  Counsel, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Office  of  Legal  Counsel, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

An  individual  may  gain  access  to  his  records  by  written  request. 
Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  (Sunset, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Employee,  Supervisor,  Legal  Office, 
Personnel  Office. 

DOT/TSC  703. 

System  name:  Occupational  Safety  &  Health  Reporting  System. 
DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Deputy  Director  of  Administration,  DTS-81, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  TSC  employees, 
in-house  contractor  personnel  and  visitors  who  have  occupational 
illnesses,  injuries  or  are  involved  in  Government  property  accidents. 

Categories  of  records  in  the  system:  Federal  Occupational  Injuries 
A  Illnesses  Survey  form.  DOT  Accident/Injury  Reports,  DOT  forms 
3902.1  through  8. 


Department  of  Labor,  for  payment  of  medical  bills  and 
workmen’s  compensation,  as  applicable. 

*  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  and  control,  and 
also  for  accident  prevention. 

The  routine  uses  of  the  Department  of  Labor  forms  are  for  (1) 
submission  to  doctors  and  medical  institutions  rendering 
services  to  individuals  and  (2)  to  the  Office  of  Employees 
Compensation,  Department  of  Labor,  for  payment  of  medical 
bills  and  workmen’s  compensation,  as  applicable. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Forms  and  other  paper  records. 

Retrievability:  Indexed  by  individual’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  and 
folders  are  stamped  ‘For  Official  Accident  Prevention  Use  Only.* 

Retention  and  disposal:  Records  are  retained  for  five  years  and 
then  destroyed  by  shredding. 

System  managerfs)  and  address:  Deputy  Director  of  Administra¬ 
tion,  DTS-81, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  'Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

An  individual  may  gain  access  to  his  records  by  written  request. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfactory 
to  the  individi^  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Draartment  of  Tranportation, 

Omce  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Documents  provided  by  the  individual 
concerned  and  immediate  supervisor. 

DOT/TSC  704. 

System  name:  Stand-By  Personnel  Information.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Management  and  Budget  Division, 

Budget  Branch,  DTS-821, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  TSC  technical 
directorate  personnel  currently  not  fully  assigned  to  authorized  pro¬ 
jects. 

Categories  of  records  in  the  system:  Employee  work  project  status 
and  request  for  approval  for  stand-by  time. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  The  general  purposes  of 
these  files  are  intend^  for  internal  management  and  control,  includ¬ 
ing  administrative  reference  and  scheduling  of  work  projects,  budget¬ 
ing  and  overhead  classification. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Retrievability:  Indexed  by  employee’s  name  and  subject  classifica¬ 
tion  ‘Stand-By  Time.* 

Safeguards:  Records  are  maintained  in  secured  desk  drawers  and 
cabinets. 

Retention  and  disposal:  Records  are  maintained  for  one  (1)  addi¬ 
tional  year  following  completion  of  current  fiscal  year.  Records  are 
then  destroyed. 

Systein  managerfs)  and  address:  Chief,  Management  and  Budget 
Division,  DTS-82, 

Department  of  Transportation, 

Transportation  Systems  Center, 
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Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

An  individual  may  gain  access  to  his  records  by  written  request. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager,  if  administrative  resolvement  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation 
Office  of  the  Secretary 
Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  20S90. 

Record  source  categories:  Supervisor. 

DOT/TSC  706. 

System  name:  Automated  Planning  System.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Office  of  Plans  and  Programs,  DTS-IS, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  All  TSC  technical 
personnel,  i.e.,  those  personnel  working  on  direct  projects. 

Categories  of  records  in  the  system:  Information  on  all  current  and 
anticipated  programs/projects  and  respective  limits  of  man-years  and 
dollars  (total)  budgeted. 

Personnel  information  on  all  technical  personnel. 

Information  on  each  technical  person,  based  upon  the  planning/ 
assignment  of  an  individual  to  a  program/project 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purpose  of 
this  system  is  to  aid  in  the  planning  for  an  analysis  of  the  loading 
(assignment)  of  manpower  to  the  numerous  programs/projects  under¬ 
taken  by  the  TSC. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape  and  disk. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Access  to  the  system  and  its  associated  data  banks  is 
available  through  the  utilization  of  the  unique  project  and  program¬ 
mer  numbers,  and  the  passwords  known  only  by  the  authorized 
custodians. 

Access  to  reports  is  controlled  by  the  Reports  Distribution 
function  of  the  Administrative  Directorate  on  a  need-to-know 
basis.  For  normal  working  requirements,  the  reports  are 
distributed  to  the  functional  areas  respqnsible  for  the  data 
generation. 

Access  to  the  computer  room  and  its  associated  areas  where  data 
and  reports  are  stored  is  delineated  in  the  TSC  ADP  Facility 
Document  on  safeguards  and  controls. 

Retention  and  disposal:  The  system  is  permanent  unless  replaced. 
The  data  banks,  for  the  most  part,  are  related  to  fiscal  year  activity. 
Subs^uent  to  the  fiscal  year,  the  data  banks  become  either  of 
the  history  file  of  the  system  or  are  maintained  separately  for  histori¬ 
cal  reasons. 

Reports  used  as  daily  working  papers  are  retained  only  until 
updated  reports  are  product  and  then  the  old  reports  are 
discarded.  Official  closing  reports  corresponding  to  month-end 
and  fiscal-year-end  period  are  retained  for  longer  periods  and 
are  not  subject  to  any  rigid  disposal  procedure. 

System  managerfs)  and  address:  Director,  DTS-1, 

.  Department  of  Transportation, 

Transportation  Systems  Center, 

Kenddl  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  through  the 
Director  of  Administration  from  the  Associate  Director,  Plans  and 
Programs,  DTS-1 5: 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 


Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager  ^ 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request  Contest  of  this  data  will  be  made  to  the 
System  Manager.  If  administrative  resolvement  is  not  satisfactory  to 
the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Droartment  of  Transportation, 

Office  of  the  Secretary. 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Record  source  categories:  Program/Project  files. 

Personnel  files. 

Assignment  forms. 

DOT/TSC  707. 

System  name:  Automated  Manpower  Distribution  System.  DOT/ 
TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Management  and  Budget  Division,  DTS-82, 

Accounting  Branch,  DTS-823, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  All  TSC  employ¬ 
ees. 

Categories  of  records  in  the  system:  Contains  information  delineat¬ 
ing  the  time  and  charges,  including  fringe  and  overhead,  that  TSC 
employees  worked.  The  main  association  of  the  time  and  charges  is 
with  employee  job  assignment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
this  system  are  intended  for  internal  management  and  control,  includ¬ 
ing: 

Administrative  reference. 

Cost  management. 

Labor  assignments  and  expenditures  as  they  relate  to  both  the 
job  and  the  employee. 

Sm  Prefatory  Statetnent  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape  and  disk. 

Retrievability:  Indexed  by  employee’s  number  and  job  number. 
Safeguards:  Access  to  the  system  and  its  associated  data  bank  is 
available  through  the  utilization  of  the  unique  project  and  program¬ 
mer  numbers,  and  the  passwords  known  only  by  the  authorized 
custodians. 

Access  to  reports  is  controlled  by  the  Reports  Distribution 
function  of  the  Administration  Directorate  on  a  need-to-know 
basis.  For  normal  working  requirements  the  reports  are 
distributed  to  the  functional  area  responsible  for  the  data 
generation. 

Access  to  the  computer  room  and  its  associated  areas  where  data 
and  reports  are  stored  is  delineated  in  the  TSC  ADP  Facility 
Document  on  Safeguards  and  Controls. 

Retention  and  disposal:  The  system  is  permanent  unless  replaced. 
The  data  bank  is  related  to  fiscal  year  activity.  Subsequent  to  the 
fiscal  year,  the  data  bank  becomes  part  of  the  system’s  history 
file. 

Data  records  are  deleted  from  the  data  bank  on  an  as  required 
basis,  and  subsequently  are  eliminated  from  associated  reports. 
Reports  used  as  daily  working  papers  are  retained  only  until 
updated  reports  are  product  and  then  the  old  reports  are 
discarded. 

Official  record  copy  reports  are  subject  to  retirement  in 
accordance  with  General  Records  Schedules  (GRS). 

System  managerfs)  and  address:  Director  df  Administration,  DTS- 
80, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square,  , 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  through  the 
Director  of  Administration  from  the  Chief,  Accounting  Branch, 
DTS-823  at  the  address  under  'System  Location*. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 
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Contesting  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appe^s  may  ^  filed  in  writing  with  the  Secretray  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Transportation  Systems  Center, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  TSC  form  entitled  ‘Manpower  Distribu¬ 
tion*. 


DOT/TSC  708. 

System  name:  Combined  Federal  Campaign  Information.  DOT/TSC. 
System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSQ, 

Office  of  the  Director,  DTS-1, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  All  TSC  employ- 


Categories  of  records  in  the  system:  A  record  of  how  much,  if 
anything,  each  employee  has  contributed. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purpose  of 
this  system  is  to  rather  and  disseminate  statistics  and  information  on 
the  donations  to  we  Combined  Federal  Campaign. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Form  filled  out  by  keyman. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinet. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed  by  shredding. 

System  manageris)  and  address:  Director, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Director,  DTS-1, 

Kendall  Square, 

Cambridge,  MA  02142, 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  ^unsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Combined  Federal  Campaign  forms 
filled  out  by  employees. 

DOT/TSC  709. 

System  name:  Minority  Information  Files.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Civil  Rights  Officer,  DTS-12, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  TSC  minority 
employees. 

Potential  minority  hires  in  New  England. 

Categories  of  records  in  the  system:  Counselor  records.  Potential 
employee  applications,  minority  skills  bank,  ADP  reports  •  minority 
eviduation,  perMiuiel  changes,  minority  reports,  skills  bank  -  resume 
card  file,  minority  training  records. 

^  Routine  uses  of  records  maintained  in  the  system,  indnding  catego¬ 
ries  of  users  and  the^  purposes  ot  such  uses:  The  general  purpose  of 


these  files  is  for:  Use  by  We  Civil  Rights  Office  in  DOT,  administra¬ 
tive  reference,  and  statistical  reporting. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Card  files,  paper  records,  ADP  reports. 

Retrievability:  Indexed  by  name,  skills,  standard  personnel  subject 
classification. 

Safeguards:  Records  are  maintained  in  locked  file  cabinet. 

Retention  and  disposal:  Records  are  maintained  for  2  years  and 
then  destroyed. 

System  manageris)  and  address:  Civil  Rights  Officer,  DTS-12, 
Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  We  System  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  We  individual, 
appeals  may  be  filed  in  writing  wiW  We  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  ^unsel, 

400  7W  Street,  SW, 

Washington,  I^  20590. 

Record  source  categories:  Equal  Opportunity  Officer. 

Equal  Opportunity  Counselors. 

Personnel  Office. 

Individual  potential  federal  employees. 

DOT/TSC  711. 

System  name:  Blood  Donor  Information  File.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOTX 
Transfrartation  Systems  Center  (TSQ, 

Facilities  and  Logistics  Division,  DT^83, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  tiie  system:  All  TSC  employ¬ 
ees  and  on-site  contractor  personnel. 

Categories  of  records  in  the  system:  Blood  Donors  Phone  Book 
(name,  organization  and  telephone  number  of  donor). 

Blood  Donors  Schedule. 

Requests  for  Blood  Form  (from  hospital  for  employee  or 
dependent). 

Routine  uses  of  records  maintained  in  the  systenr,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  is  for  the  donation  of  blood  by  TSC  employees  and  on¬ 
site  contractor  personnel  to  ensure  coverage  for  themselves,  spouses, 
dependent  children,  parents  and  grandparents  of  boW  employee  and 
spouse,  and  all  other  people  living  in  We  employee’s  household  for 
wiiom  We  member  has  responsibility. 

The  routine  use  of  this  system  of  records  is  to  respond  to 
requests  for  blood  from  employees  and  their  dependents  by 
furnishing  information  to  the  Red  Cross  to  ensure  the 
availability  of  blood. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  record. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Records  maintained  in  locked  file  cabinet. 

Retention  and  disposal:  Blood  Donors  Phone  Book  and  Blood 
Donors  Schedule  maintained  for  one  year  and  then  destroyed. 'Re¬ 
quest  for  Blood  Form  maintained  until  individual  terminates  employ¬ 
ment  with  TSC,  records  are  Wen  destroyed. 

System  manageris)  and  address:  Chief,  Facilities  and  Logistics 
Division,  DTS-83, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 
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Cambridge,  MA  02142. 

Notifkatioa  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  with  the  Secretary  of  Tranportation 
addressed  to  the  General  Counsel  as  follows: 

Department  of  Transportation, 

Office  of  the  Secretary, 

Office  ot  the  General  Counsel, 

400  7th  Street,  SW. 

Washington,  DC  20S90. 

Record  source  categories:  Blood  Donors  Phone  Book  and  Blood 
Donors  Schedule  are  filled  out  by  solicitors. 

Request  for  Blood  Form  completed  by  employee  or  dependent 
requesting  blood. 

DOT/rSC712. 

System  name:  Automated  Payroll/Personnel/Communications/Secu¬ 
rity  System.  EX)T/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Computer  Services  Division,  DTS-86, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  indiriduals  covered  by  the  system:  All  TSC  employ¬ 
ees  and  tenants  from  other  government  agencies. 

Categories  of  records  in  the  system:  Contains  the  pertinent  infor¬ 
mation  for  activities  involved  with  Payroll,  Personnel,  Communica¬ 
tions,  and  Security. 

Contains  information  about  an  individual  relating  to: 

Social  security  number. 

Salary,  including  current  and  calendar  year-to-date  data. 
Birthdate. 

Veteran  preference. 

Tenure. 

Handicap. 

Grade. 

Marital  status. 

Service  computation  date. 

Home  address  and  telephone  number. 

TSC  location  including  building  and  telephone  number. 

Security  clearance  level  and  date  granted. 

CSC  title  and  classification  code. 

Competitive  level. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
this  system  are  intended  for  internal  management  and  control,  includ¬ 
ing: 

Administrative  reference. 

Source  for  management  information  for  producing  summary 
statistics  and  registers  in  support  of  the  Payroll,  Personnel, 
Communications  and  Security  functions. 

The  routine  uses  of  the  Payroll  portion  of  this  system  are  for: 

(1)  Submission  of  data  to  the  Federal  Disbursing  Office  for 
check  issuance. 

(2)  Submission  of  employee’s  salary  data,  including  gross,  and 
withholdings,  to  the  Internal  Revenue  Service  for  income  tax 
purposes. 

(3)  Submission  of  employee’s  salary  data  to  State  Income  Tax 
Bureau  for  income  tax  purposes. 

(4) Transfer  of  information  of  Health  and  Life  Insurance 
companies  for  insurance  coverage. 

(5)  Transfer  of  information  to  financial  institutions  and  labor 
unions. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape  and  disk. 

Retrievahility:  Indexed  by  employee’s  number. 

Safeguards:  Access  to  the  systems  and  their  associated  data  banks 
is  available  through  the  utilization  of  the  unique  project  and  pro¬ 
grammer  numbers,  and  the  passwords  known  only  by  the  authorized 
custodians. 


Access  to  reports  is  controlled  by  the  Reports  Distribution 
function  of  the  Administrative  Directorate  on  a  need-to-know 
basis.  For  normal  working  requirements,  the  reports  are 
distributed  to  the  function  areas  responsible  for  the  data 
generation. 

Access  to  the  computer  room  and  its  associated  areas  where  data 
and  reports  are  stored  is  delineated  in  the  TSC  ADP  Facility 
Document  on  Safeguards  and  Controls. 

Retention  and  disposal:  The  systems  are  permanent  unless  re¬ 
placed. 

The  data  banks  are  related  to  both  fiscal  year  and  calendar  year 
activity.  Subsequent  to  the  appropriate  period,  the  data  b^ks 
become  either  part  of  the  histo^  file  of  the  system  or  are 
maintained  by  themselves  for  historical  reasons. 

Data  records  are  deleted  from  the  data  banks  on  an  as-required 
basis,  and  subsequently  are  eliminated  from  associated  reports. 
Reports  used  as  dauy  working  papers  are  retained  only  until 
updated  reports  are  product  and  then  the  old  reports  are 
discarded.  Official  closing  reports  corresponding  to  month- 
end,  fiscal-year-end  and  ^endar  year-end  peric^s  are  retained 
for  longer  periods  and  are  not  subject  to  any  rigid  disposal 
procedure. 

System  manageris)  and  address:  Director  of  Administration,  DTS- 
80, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  through  the 
Director  of  Administration  from  the: 

Department  of  Transportation, 

Transportation  Systems  Center, 

Chief,  Computer  Services  Division,  DTS-86, 

Kendall  Square, 

Cambridge,  MA  02142. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager. 

Contestiiv  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secreta^, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Record  source  categories:  Employee,  Personnel  Office,  Payroll 
Office,  Communications  Office,  Security  Office. 

DOT/TSC  713. 

System  name:  Employee  Payroll  -  Manpower  Distribution  System. 
DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSQ, 

Administrative  Services  Division, 

Accounting  Branch,  DTS-823, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  the  system:  All  TSC  employ¬ 
ees. 

Categories  of  records  in  the  system:  Payroll  and  pay  administration 
records  pertatining  to  TSC  employees  for  piersonal  services,  consist¬ 
ing  of  leave  cards,  manpower  distribution  cards,  payroll  change  slips, 
retirement  records,  time  and  attendance  reports,  withholding  tax  and 
savings  bank  records,  ADP  reports,  etc. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  and  control;  to 
authorize  disbursements  to  employees  for  personal  services  and  to 
charge  labor  to  the  appropriate  direct  or  overhead  job  orders. 

The  routine  uses  of  these  records  are  as  follows: 

Transfer  of  information  to  the  Treasury  Department  to  complete 
payroll  checks. 

The  receipt  of  information  by  the  Social  Security  Administration 
to  complete  quarterly  posting  of  accounts. 

The  receipt  of  information  by  the  Internal  Revenue  Service  and 
Massachusetts  Income  Tax  Bureau  for  income  tax  purposes. 
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Transfer  of  information  to  Health  and  Life  Insurance  companies 
for  insurance  coverage. 

Transfer  of  retirement  records  to  the  Bureau  of  Retirement, 
Insurance,  and  Occupational  Health  of  the  Civil  Service 
Commission. 

Transfer  of  information  to  the  Department  of  Labor,  Office  of 
Employees  Compensation,  for  payment  of  workmen’s 
compensation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Payroll  and  Manpower  Distribution  forms,  cards,  regis¬ 
ters,  basic  documents  and  other  paper  records,  including  ADP  prin¬ 
touts. 

Retrievability:  Indexed  by  employee’s  name  and  number. 
Safeguards:  Employee’s  payroll  folders  are  maintained  in  a  locked 
file  cabinet. 

Payroll  office  is  locked  during  other  than  normal  working  hours. 
Manpower  Distribution  records  are  maintained  in  a  lockrf  file 
cabinet. 

Access  to  and  use  of  all  these  records  are  limited  to  individual 
employee  and  those  persons  whose  official  duties  require  such 
access. 

Retention  and  disposal:  Payroll  System  Records  common  to  all 
feder^  agencies  are  retained  and  disposed  of  in  accordance  with 
Genera]  Records  Schedule  (GRS)  No.  2. 

Manpower  Distribution  cards  are  maintained  one  fiscal  year  and 
then  forwarded  to  the  Federal  Records  Center  (FRC)  where 
they  are  destroyed  after  2 

All  ADP  reports  are  maintained  one  fiscal  year  and  then 
additional  years,  destroyed  except  the  year-end  reports  which 
are  maintained  three  fiscal  years  and  then  forwarded  to  the 
FRC  where  they  are  destroyed  in  accordance  with  GRS  No. 

2. 

System  manager(s)  and  address:  Chief,  Management  and  Budget 
Division,  DTS-82, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendal  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Systems  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. , 

Record  source  categories:  Basic  payroll  and  manpower  docutfients 
(standard  and  TSC  forms);  duplicate  copies  provided  by  Personnel 
and  Training  Division;  individual  employee  on  whom  record  is  main¬ 
tained.  , 

DOT/TSC  714. 

.System  name:  Health  Unit  Employee  Medical  Records.  DOT/TSC. 
System  location: 

Department  of  Transportation  (DOT), 

Transportation  Systems  Center  (TSC), 

Human  Resources  Management  Division,  DTS-84, 

Health  Unit/Building  1,  9th  Floor, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  tbe  system:  TSC  employees 
and  support  service  contractor  personnel. 

Categories  of  records  in  the  system:  Individual  Health  Record 
Cards. 

Individual  Health  Record  Case  Files. 

Register  of  Visits. 

La^r  Eye  Tests  and  Government  Driver’s  Tests. 

Pre-employment  Physical  Examinations,  Health  Justification 
Placement  Records,  Disability  Retirement  Examinations. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  such  uses:  The  general  purposes  of 
these  records  are  to  maintain  a  medical  history  of  any  TSC  employ¬ 
ee,  including  contractor  personnel,  who  receives  services  from  the 
Health  Unit;  ensure  applicants  for  licenses  to  drive  Government 
Vechiles  meet  physical  requirements;  and  lasers  are  not  adversely 
affecting  employee’s  eyes. 

The  routine  uses  of  these  records  are  to  respond  to  requests 
from  other  Doctors,  Universities  and  Insurance  Companies, 
and  to  submit  medical  reports  to  the  Department  of  Labor, 
Office  of  Employees  Compensation,  to  meet  requirements  of 
the  Occupational  Safety  and*  Health  Act  of  1970  and  DOT/ 
TSC  Safety  Program. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Cards,  forms,  logs  and  other  paper  records. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  and 
room  secured  when  no  one  is  there. 

Information  from  records  is  provided  only  with  consent  of 
employee. 

Retention  and  disposal:  (In  accordance  with  GRS  No.  1): 

Individual  Health  Record  Cards  are  maintained  until  6  years 
after  date  of  last  entry  on  the  card. 

Individual  Health  Record  Case  Files  are  maintained  until  6  years 
after  date  of  last  papers  in  the  file. 

Registers  of  visits  maintained  until  2  years  after  last  date  in  log 
or  register. 

Upon  termination  of  employment  with  TSC,  latest  Laser  Eye 
Tests  and  Government  Driver’s  Tests  records  are  combined 
with  Health  Record  Case  Files  and  disposed  of  as  part  of 
these  files. 

Pre-employment  Physical  Examinations,  Health  Justification 
Placement  Records,  and  Disability  Retirement  Examinations 
become  part  of  the  official  personnel  folder  (OPF)  upon 
separation,  and  are  transferred  to  the  NPRS,  St.  Louis,  MO., 

30  days  after  separation,  where  they  are  disposed  of  in 
accordance  with  GRS  No.  1,  Item  1. 

System  manager(s)  and  address:  Chief,  Human  Resources  Manage¬ 
ment  Division,  DTS-84, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  through  the 
Chief,  Personnel  and  Training  Division,  from  resident  physician  or 
nurse,  TSC  Health  Unit. 

Record  access  procedures:  Request  from  individuals  should  be 
addressed  to  the  System  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to  his 
data  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20590. 

Record  source  categories:  Employee. 

Health  Unit  Doctor/Nurse. 

TSC  Safety  Officer. 

DOT/TSC  715. 

System  name:  Bi-Weekly  Personnel  Status  Report.  DOT/TSC. 

System  location:  Department  of  Transportation  (DOT), 
Transportation  Systems  Center  (TSC), 

Human  Resources  Management  Division,  DTS-84, 

Kendall  Square, 

Cambridge,  MA  02142. 

Categories  of  individuals  covered  by  tbe  system:  All  TSC  employ¬ 
ees. 

Categories  of  records  in  the  system:  Name,  grade  and  title. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purpose  of 
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this  system  is  to  dispense  personnel  management  information  in  order 
to  control  bHlets. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Retrievability:  Chronologically. 

Safeguards:  Records  are  maintained  in  a  cabinet. 

Retention  and  disposal:  Records  ace  maintained  indefinitely. 

System  manageKs)  and  address:  Chief,  Human  Resources  Manage¬ 
ment  Division,  DTS-84, 

Department  of  Transportation, 

Transportation  Systems  Center, 

Kendall  Square, 

Cambridge,  MA  02142. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should,  be 
addressed  to  the  System  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access^  to  his 
records  by  written  request. 

Contest  of  this  data  will  be  made  to  the  System  Manager. 

If  administrative  resolvement  is  not  satisfactory  to  the  individual, 
appeals  may  be  filed  in  writing  with  the  Secretary  of 
Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation, 

Office  of  the  Secretary, 

Office  of  the  General  Counsel, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Record  source  categories:  Standard  Form  SC’s  are  the  source  of  the 
records. 

DOT/TSC716 

System  name:  UMTA/Technology  Sharing  Mailing  List.  DOT/ 
TSC. 

System  location:  Department  of  Transportation  (IX)T), 
Transportation  Systems  Center  (TSC), 

Office  of  Plans  and  Programs 
Technology  Sharing  Office,  DTS-151 
Kendall  ^uare 
Cambridge,  MA  02142 

Categories  of  individuals  covered  by  the  system:  Government  offi¬ 
cials  and  transportation  professionals  who  have  requested  reports  or 
have  been  selected  by  UMTA  or  TSC  to  receive  reports  and  confer¬ 
ence  notifications. 

Categories  of  records  in  the  system:  These  records  contain  names, 
jobtitles,  organizations,  suborganizations  and  addresses.  In  addition, 
there  are  special  categories  which  allow  for  entering  the  following 
information  for  each  record  in  the  data  base:  Organization  Affiliation, 
Modal'  Information  Need/Type  of  Document,  and  Subject  Informa¬ 
tional  Need. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  target 
audiences  who  have  a  need  for  specific  project  results  or  who  have 
expressed  an  interest  in  receiving  copies  of  project  documentation; 
and  to  disseminate  programmatic  results  in  an  efficient  and  effective 
manner.  Uses  of  special  codes  ~  organizational  affiliation,  modal 
informational  need,  and  subject  informational  need  ~  will  allow  for  a 
more  efficient  selection  of  audiences  for  specific  types  of  reports,  will 
permit  analyzses  of  information  needs,  and  estimates  of  report  quanti¬ 
ties  needed.  To  communicate  plans  for  scheduled  conferences  to 
likely  participants  and  disseminate  conference  proceedings  if  applica¬ 
ble.  To  prepare  mailing  labels.  Records  are  subj^t  to  examination  by 
federal  officials  concerned  with  the  dissemination  of  programmatic 
results  or  conference  notification,  but  are  not  disclosed  to  members 
of  the  public  (except  through  publication  in  conference  proceedings 
of  names  of  individuals  who  actually  participated  in  each  confer¬ 
ence). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  computerized  data  base.  Disc 
and  tape  records,  paper  copies  of  coding  forms,  and  listings  of  specif¬ 
ic  target  groups  identified  to  receive  a  publication  are  maintained  at 
the  U.S.  Department  of  Transportation’s  Transportation  Systems 
Center  (TSC).  Upon  request,  a  listing  of  the  target  audience  for  a 
specific  publication  may  be  forwarded  to  the  appropriate  federal 
official  responsible  for  the  dissemination  of  the  report. 


Retrievability:  By  any  attribute  contained  in  the  data  base  ~ 
alphabetically  by  name,  address  or  special  attribute  codes. 

Safeguards:  Access  is  restricted  to  UMTA  and  TSC  officials  who 
are  involved  in  the  dissemination  of  programmatic  results  and/or 
notification  of  planned  conferences.  Terminal  operators  or  contrac¬ 
tors,  if  designated  by  TSC,  may  access  the  system  to  enter  data, 
generate  edit  checks  to  assure  data  has  been  entered  correctly,  and 
generate  copies  of  specific  audiences  for  examoration  by  a 

t^eral  official.  Access  to  the  electronic  data  base-  is  controlled  by 
the  computer  telephone  number,  and  name  of  individuaf  responsible 
for  the  data  base.  Internally,  the  system  is  software  protected  so  that 
people  without  these  combinations  of  codes  cannot  even  examine  the 
data,  let  alone  use  it  or  modify  it.  Names  are  removed  when  the 
Postal  Service  reports  an  incorrect  address  with  no  forwarding  ad¬ 
dress  or  when  individuals  request  removal. 

Retention  and  disposal:  Records  are  kept  on  tape  and  disc.  Deleted 
names  and  addresses  are  discarded  completely. 

System  managers)  and  address:  Chief,  Technology  Sharing  Office, 
dTS-151, 

Department  of  Transportation 
Transportation  Systems  Center 
Kendall  Square 
Cambridge.  MA  02142 

Notification  procedure:  Individuals  may  contact  system  manager  to 
confirm  whether  or  not  their  name  and  address  is  contmned  in  the 
system; 

Record  access  procedures:  Same  as  notification  procedure. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  with  the  Secretary 
of  Transportation  addressed  to  the  General  Counsel  as  follows: 
Department  of  Transportation 
Office  of  the  Secretary 
Office  of  the  General  Counsel 
400  7th  Street,  SW 
Washington,  DC  20590 

Record  source  categories:  Names  of  individuals  who  attended 
conferences  and  individuals  who  have  requested  conference  proceed¬ 
ings.  Names  of  individuals  who  have  requested  copies  of  publications 
pertaining  to  specific  projects.  Various  Departmental  mailing  lists 
such  as:  Transit  Properties,  Planning  Agencies,  Transportation  and 
Planning  Associations. 

DOT/UMTA  175. 

System  name:  Personnel  Convenience  Files.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Systems  are  located  at: 

Region  I, 

Regional  Director,  UMTA, 
c/o  Transportation  Systems  Center, 

Technology  Building 
SS  Broadway, 

Cambridge,  MA  02142. 

Region  II, 

Regional  Director,  UMTA, 

26  Federal  Plaza,  Suite  1811, 

New  York.  NY  10007. 

Region  III, 

Regional  Director,  UMTA, 

434  Walnut  Street,  Suite  1010, 

Philadelphia,  PA  19106. 

Region  IV, 

Regional  Director,  UMTA, 

1720  Peachtree  Road,  NW,  Suite  400, 

Atlanta,  GA  30309. 

Region  V, 

Regional  Director,  UMTA, 

300  South  Wacker  Drive  -  Suite  1740, 

Chicago,  IL  60606. 

Region  VI, 

Regional  Director,  UMTA, 

819  Taylor  Street,  Suite  9A32, 

Fort  Worth.  TX  76102. 

Region  VII, 

Regional  Director,  UMTA, 

6301  Rock  Hill  Road  -  Suite  303, 

Kansas  City,  MO  64131. 

Region  VIII, 

Regional  Dimtor,  UMTA, 
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Prudential  Plaza  •  Suite  1822, 

1050  17th  Street. 

Denver,  CX)  80265. 

Region  IX, 

Regional  Director,  UMTA, 

Two  Embarcadero  Center,  Suite  620 
San  Francisco,  CA  94111, 

Region  X, 

Regional  Director,  UMTA, 

915  Second  Avenue, 

Suite  3142,  Federal  Building, 

Seattle,  WA  98174. 

Categories  of  individuals  covered  by  the  system:  UMTA  employees. 
Categories  of  records  in  the  system:  Standard  Form  171. 

Resumes. 

Personnel  Action  Forms. 

Position  Descriptions. 

Performance  evaluation  forms. 

Written  performance  standards. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personal  Use. 

Personnel  Reference  Manual. 

Statistical  Information. 

Technical  Information. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  originals  or  copies  of  documents. 
Retrievability:  Retrieved  by  name. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Retained  until  termination  of  employment 
and  then  shredded. 

System  managerts)  and  address:  Appropriate  Associate  Administra¬ 
tor  or  Region^  Ofllce  (addresses  same  as  in  ‘System  Location*). 

Notification  procedure:  Inquiries  are  addressed  to  the  System  Man¬ 
ager  (addresses  same  as  in  ‘System  Location*). 

Record  access  procedures:  Access  is  permitted  by  written  or  per¬ 
sonal  request. 

Direct  control  is  maintained  by  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  is  at  the 
Headquarters’  level,  addressed  as  follows: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Attention:  Office  of  Personnel,  UAD-60, 

400  7th  Street,  SW, 

Washington,  DC  20590.  Unsatisfacto^  resolvement  by  the 
individual  may  be  appealed  in  writing  to  the  Secretary  of 
Transportation  addressed  as  follows: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration 
Office  of  the  Administrator, 

400  7th  Street,  SW,  Room  9324, 

Washington,  DC  20590. 

Record  source  categories:  Personnel  Action  Forms  as  completed 
by  the  employee  or  prospective  employee. 

DOTAJMTA  176. 

System  name:  Blood-Donor  File.  DOT/UMTA. 

System  location:  Department  of  Transportation  (E>OT), 

Urban  Mass  Trasnportation  Administration  (UMTA), 

Office  of  Administration, 

Administrative  Services  Division,  UAD-40, 

400  7th  Street,  SW,  Room  9223, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  UMTA  employees. 
Categories  of  records  in  the  system:  Record  of  employee’s  donation 
to  UMT A/Red  Cross  Blood  Program. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puiposes  of  such  uses:  imputing  participation 
in  Blood  Program  identifying  donors  by  blood  types. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  by  telephone  cardex. 

Retrievability:  Access  by  name. 

Safeguards:  Maintained  in  locked  office  during  non-work  hours. 


Retention  and  disposal:  Only  information  on  current  employees  is 
maintained.  Card  and  information  slips  are  destroyed  in  the  year 
following  blood  quota/program  year. 

System  manager(s)  and  address:  UMTA  Blood  Program  Coordina¬ 
tor  (Administrative  Services  Director,  address  as  alwve  in  ‘System 
Location*). 

Notification  procedure:  Verbal  notification  from  System  Manager. 
Record  access  procedures:  Upon  verbal  request  to  System  Man¬ 
ager. 

Contesting  record  procedures:  Record  access  not  contested.  Con¬ 
tact  System  Manager  to  contest  content. 

Record  source  categories:  Red  Cross  Donor  Registration  Forms  as 
completed  by  UMTA  employee. 

DOTAJMTA  177. 

System  name:  UMTA-Sponsored  Reports  Author  File.  DOT/ 
UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Trasnsportation  Administration  (UMTA), 

Transit  Research  Information  Center, 

Office  of  Transit  Management, 

Transportation  and  Management  Demonstration, 

Human  Resources  and  Technical  Development  Manager,  UTM- 
50, 

2100  2nd  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Contributing  au¬ 
thors  of  UMTA  sponsored  reports. 

eateries  of  records  in  the  system:  Author’s  name  and  address  of 
organization  at  time  of  report  submission  to  UMTA. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  technical  information 
dissemination. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  card  file. 

Retrievability:  Access  by  author’s  name. 

Access  by  author’s  organization. 

Access  by  report  title. 

Access  by  project  number. 

Access  by  geographical  location  of  research. 

Safeguards:  Available  for  use  under  control  of  System  Manager. 

Card  files  are  maintained  in  a  locked  office. 

Retention  and  disp<^:  Retained  as  archive  files  of  UMTA-spon- 
sored  report  information. 

System  managerfs)  and  address:  Human  Resources  and  Technical 
Development  Manager,  UTM-50,  (address  as  in  ‘System  Location* 
above). 

Notification  procedure:  Inquiries  are  addressed  to  the  System  Man¬ 
ager,  UTM-50,  (address  as  in  ‘System  Location  *  above). 

Record  access  procedures:  Access  is  permitted  by  written  or  per¬ 
sonal  request.  Direct  control  is  maintained  by  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  is  at  the 
Headquarter’s  level,  (i.e.,  to  the  System  Manager). 

Unsatisfactory  resolvement  by  the  individual  may  be  appealed  in 
writing  to  the  Secretary  of  Transportation  addressed  as 
follows; 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Administrator, 

400  7th  Street,  SW,  Room  9324, 

Washington,  DC  20590. 

Record  source  categories:  Authors  of  UMTA-sponsored  reports. 
DOT/UMTA  178. 

System  name:  Minority  Recruitment  File.  DOT/UMTA.  4 
Department  of  Transportation  (DOT), 

Urban  Mass  Transp>ortation  Administration  (UMTA). 

Office  of  Civil  Rights, 

2100  2nd  Street,  SW,  Room  6204, 

Washington,  DC  20590. 

Cat^ories  of  individuals  covered  by  the  system:  Minority  appli¬ 
cants  interested  in  UMTA  employment. 

Categories  of  records  in  the  system:  Resumes  and  Personal  Qualifi¬ 
cations  Statements  (S.F.  171). 
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C^rd  51e  summarizing  general  information  on  each  applicant. 
Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  snch  uses:  Referrals  for  UMTA 
position  vacancies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  ftir  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  ia  the  ^^stem:  ^ 

Storage:  Records  are  maintained  in  original  and  photocopied  form. 
Retrievability:  Retrieved  by  name  or  position  classification. 
Safeguards:  Source  documents  are  maintained  in  the  Office  of 
Civil  lUghts  storage  facilities. 

Only  persons  authorized  by  the  Director  of  Civil  Rights  or  the 
Chief,  Division  of  Internal  Programs,  are  permit!^  access  to 
these  files. 

Retention  and  disposal:  Records  held  for  a  year’s  period  at  which 
time  applicants  are  requested  to  update  their  forms;  those  forms 
updated  are  retained  and  the  forms  of  thow  non-responding  de¬ 
stroyed. 

System  manageKs)  and  address:  Chief,  Division  of  Internal  Pro¬ 
grams,  UCR-20, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  Civil  Rights, 

2100  2nd  Street,  SW,  Room  6204, 

Washington,  DC  20S90. 

Notification  procedmre:  Inquiries  are  addressed  to  the  System  Man¬ 
ager. 

Record  access  procedures:  Access  is  permitted  by  written  or  per¬ 
sonal  request  Direct  control  is  maintained  by  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  is  at  Head¬ 
quarter’s  level  (i.e.,  to  the  System  Manager  at  the  address  shown  in 
‘System  Manager*  above). 

Unsatisfactory  resoivement  by  the  individual  may  be  appealed  in 
writing  to  the  Secretary  of  Transportation  addressed  as 
follows: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Administrator, 

400  7th  Street,  SW,  Room  9324, 

Washington,  I^  20S90. 

Record  source  categories:  Resumes  and  Personal  Qualifications 
Statements  (S.F.  171)  submitted  by  applicants. 

Resumes  and  Personal  Qualifications  Statements  (S.F.  171) 
submitted  by  the  DOT  Office  of  Civil  Rights,  DOT  mc^al 
administrations,  and  other  Federal  agencies. 

Established  recruitment  sources,  e.g.,  community  organizations, 
national  civil  rights  groups,  professional  societies,  colleges  and 
universities,  etc. 

DOTAJMTA  179. 

System  name:  Application  for  U.S.  Government  Motor  Vehicles 
Operator’s  Identification  Card.  DOTAJMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Personnel  Office,  lJAD-60, 

400  7th  Street,  SW, 

Washington,  DC  20S90. 

Categories  of  individuals  covered  by  the  system:  All  UMTA  em- 

Siloyees  who  apply  for  a  Government  Motor  Vehicle  Operator’s 
icense. 

Categories  of  records  in  the  system:  Applications  for  Motor  Vehi¬ 
cle  Operator’s  license  and  related  documents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  applicants’ 
qualifications. 

To  issue  I.D.  Cards. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  metal  file  cabinet. 
Retrievability:  The  system  is  maintained  by  individuars  name. 
Safeguards:  File  cabinet  is  in  records  room,  with  approved  secu¬ 
rity  lock  on  door. 

Retention  and  disposal:  Records  are  retained  unitil  the  expiration 
of  three  year  period  or  until  employee  leaves  UMTA. 

Documents  destroyed  by  tearing  or  shredding. 


System  managerfs)  and  address:  Director,  Penonnd  Division, 
UAD-60, 

Department  of  Transoportatkm, 

Urban  Mass  Transportation  Administration, 

400  7th  Street,  SW,  Room  4116, 

Washington,  I^  20S90. 

Notification  procedure:  Inquiries  should  be  addressed  to  the 
System  Manager. 

Record  access  procedures:  If  requestor  applies  in  person  be  pre¬ 
pared  to  furnish  adequate  identification. 

Written  requests  should  be  sent  to  the  System  Manager. 

Contesting  record  procedures:  Should  be  submitted  to  the  System 
Manager. 

Record  source  categories:  Past  driving  record  as  to  accidents, 
arrests,  citations  and  physical  condition. 

DOTAJMTA  180. 

System  name:  Occupational  Safety  and  Health  Accident  Reporting 
System.  DOTAJMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Personnel  Office,  UAD-60, 

400  7th  Street,  SW.  Room  4116, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Any  UMTA  em¬ 
ployee  involved  in  an  accident  while  on  duty  status  which  results  in 
injury  to  an  individual  or  property  damage. 

Categories  of  records  in  the  system:  This  system  contains  docu¬ 
ments  pertaining  to  occupational  accidents  involving  injury  to  em¬ 
ployees  and/or  non-employees.  It  will  also  contain  documents  per¬ 
taining  to  accidents  involving  employees  of  UMTA  when  no  injury 
is  involved  but  property  damage  has  occurred. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accumulate  accident 
information  and  statistics  per  DOT  Order. 

Develop  accident  cause  trends. 

For  accident  reports. 

For  accident  prevention  program. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  metal  file  cabinet 

Retrievability:  Folders  are  in  alphabetic  order  by  name. 

Safeguards:  File  cabinets  are  located  in  records  room  which  has  a 
security  approved  lock  on  door. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed  by  tearing  or  shredding. 

System  managerfs)  and  address:  Director,  Personnel  Division, 
UAD-60, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

400  7th  Street,  SW,  Room  4116, 

Washington,  DC  20590. 

Notification  procedure:  Inquiries  should  be  addressed  to  the 
System  Manager  at  the  address  above. 

If  in  person,  pro|Mr  identification  will  be  required. 

If  written,  notrarized  signature  and  social  security  number  of  the 
individual  involved  in  the  accident  must  be  presented. 

'  Record  access  procedures:  Same  as  ‘Notification  Procedure.* 

Contesting  record  procedures:  Same  as  ‘Notification  Procedure.* 

Record  source  categories:  Individuals  involved  in  accidents. 
Witnesses  to  accidents. 

Supervisor  of  the  UMTA  employee  involved  in  an  accident. 
Drotors  of  medical  facility  where  treated. 

DOT/UMTA  181. 

System  name:  Attendees  Names  and  Addressees  for  R&D  Priorities 
Conference.  DOT/UMTA. 

System  location:  UMTA  Office  of  Research  and  Development  and 
American  Public  Transit  Association  (acting  as  contractor  to 
UMTA). 

Categories  of  individuals  covered  by  the  system:  Persons  attending 
first  R&D  Priorities  Conference  in  February  1976;  those  to  be  invited 
to  the  second  and  subsequent  annual  conferences,  and  those  to  whom 
copies  of  the  proceeding  of  each  conference  are  to  be  sent. 
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Categories  of  records  in  the  system:  These  records  contain  names, 
organizational  affiliation  and  addresses  only. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Including  categories  of 
users  and  the  purposes  of  such  uses: 

To  communicate  plans  for  planned  conferences  to  likely 
participants. 

To  distribute  to  participants  and  those  who  have  requested,  or 
are  likely  to  benefit  from,  informational  materials,  proceedings, 
and  other  documents  related  to  UMTA’s  research, 
development  and  demonstration  activity. 

Records  are  subject  to  examinadon  by  federal  officials 
concerned  with  the  dissemination  of  research  and  development 
informadon,  but  are  not  disclosed  to  members  of  the  public 
(except  through  publication  in  the  proceedings  of  names  of 
indiviauals  who  actually  participate  in  each  conference). 

Policies  and  pracdces  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Paper  documents  in  file  system. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Access  is  restricted  to  officials  of  UMTA  and  APTA 
involv^  in  planning  and  disseminating  information  about  confer¬ 
ences.  ' 

Retention  and  disposal:  Records  are  maintained  in  current  status. 
Deleted  names  and  addresses  are  discarded  completely.  The  system 
itself  will  be  discarded  within  two  years  after  the  last  R&D  priorities 
conference  of  the  current  series  has  been  concluded. 

System  manageKs)  and  address:  Official  responsible  is  Executive 
Assistant  to  Associate  Administrator  for  Research  and  Development, 
URD-3, 

UMTA, 

Washington,  DC  20590. 

Notification  procedure:  Individual  may  contact  the  systems  man¬ 
ager  to  confirm  whether  or  not  the  system  contains  a  record  on 
them. 

Record  access  procedures:  Same  as  Notification  Procedure. 

Contesting  record  procedures:  Content  of  these  records  may  be 
settled  with  the  system  manager.  If  this  is  unsatisfactory  to  the 
individual,  the  person  may  apped  in  writing  to: 

Privacy  Act  Officer,  UAD-60 
Urban  Mass  Transportation  Administration 
Room  4116,  Nassif  Building 
400  7th  Street,  S.  W. 

Washington,  D.  C.  20690 

Record  source  categories:  Names  of  individuals  who  have  attended 
past  R&D  Priorities  Conferences  and  individuals  who  have  request¬ 
ed  copies  of  the  proceedings. 

DOTAJMTA  182 

System  name:  New  Systems  Survey  Response  Forms. 

System  location:  U.S.  Department  of  Transportation 

Urban  Mass  Transportation  _ 

Office  of  Socio-Eranomic  and  Special  Projects,  UTD-10 
2100  2nd  Street,  S.W. 

Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Respondents  to 
surveys. 

Categories  of  records  in  the  system:  Completed  survey  response 
forms. 

Routine  uses  of  records  maintained  in  the  systen^  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Statistical  purposes  only. 
(See  also  Prefatory  Statement  of  General  Routine  Uses). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  original  completed  Response  Forms,  or 
copies  of  completed  Response  Forms. 

Retrievability:  Retrieved  by  name  or  by  selected  attributes. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Retained  until  statistical  abstracting  is 
completed,  then  destroyed. 

System  managerfs)  and  address:  Director,  Office  of  Socio-Econom¬ 
ic  and  Special  Projects,  UTD-10 

Office  of  Technology  Development  and  Deployment 
Urban  Mass  Transportation  Administration 
2100  2nd  Street,  S.W. 

Washington,  D.C.  20590. 


Notification  procedure:  Inquiries  are  addressed  to  the  System  Man¬ 
ager. 

Record  access  procedures:  Access  is  permitted  by  written  or  per¬ 
sonal  request. 

Contesting  record  procedures:  Contest  of  these  records  is  to  the 
System  Manager.  Unsatisfactory  resolution  by  the  individual  may  be 
appealed  in  writing  to  the  UMTA  Privacy  Act  Coordinator,  ad¬ 
dressed  as  follows: 

UMTA  Privacy  Act  Coordinator 
Urban  Mass  Transportation  Administration 
400  7th  Street,  S.W. 

Washington,  D.C.  20590. 

Record  source  categories:  Response  Forms  completed  by  survey 
respondents. 

DOT/UMTA  190. 

System  name:  Employee  Travel  Records.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Office  of  Financial  Management, 

Accounting  Division, 

2100  2nd  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  All  UMTA  em¬ 
ployees. 

Private  persons,  congressional  committee  members  or  other 
persons  issued  invitational  travel  orders  to  confer  on 
government  matters. 

Categories  of  records  in  the  system:  Individual  travel  folders. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  accounting 
records. 

Analysis  of  travel  trends. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  file  cabinet  secured  with  lock 
and  key. 

Retrievability:  System  is  indexed  by  name. 

Safeguards:  Individuals  requesting  individual  travel  folders  are 
screen^  by  Accounting  Branch  personnel. 

Records  are  maintained  by  Accounting  Branch  personnel  in 
secured  file. 

Retention  and  disposal:  Retained  three  years,  then  forwarded  to 
Federal  Records  Center  with  other  accounting  records. 

System  manageKs)  and  address:  Fiscal  Officer,  Accounting  Branch, 
Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

2100  2nd  Street,  SW,  Room  6613, 

Washington,  DC  20590. 

Notification  procedure:  Individuals  may  contact  the  System  Man¬ 
ager  to  confirm  whether  or  not  the  system  contains  a  record  on 
them. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Content  of  these  records  may  be 
settled  with  the  System  Manager.  If  this  is  unsatisfactory  to  the 
individual,  the  person  may  appeal  in  writing  to  the  Secretary  of 
Transportation  ^dressed  to  the  following: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Record  source  categories:  Travel  orders,  individual  travel  vouch¬ 
ers. 

DOT/UMTA  191. 

System  name:  Travel  Advance  File.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Office  of  Financial  Management, 

Accounting  Division, 

2100  2nd  Street,  SW, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Recipients  of 
travel  advances. 
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Categories  of  records  in  the  system:  Records  of  travel  advances 
and  liquidation  and  repayment  thereof. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
lies  of  users  and  the  purposes  of  such  uses:  Maintain  accounting 
records. 

Ensure  collection  of  amounts  due  the  United  States. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Maintained  on  S  x  8  card  form. 

Retrievability:  By  name. 

Safeguards:  Records  are  maintained  by  Accounting  Branch  per¬ 
sonnel  in  locked  file. 

Retention  and  disposal:  Retained  three  years  then  forwarded  to 
-  Federal  Records  Center  with  other  accounting  records. 

System  manageKs)  and  address:  Fiscal  Officer,  Accounting  Branch, 
Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

2100  2nd  Street,  SW,  Room  6613, 

Washington,  DC  20590. 

Notification  procedure:  Individuals  may  contact  the  System  Man¬ 
ager  to  confirm  whether  or  not  the  system  contains  records  on  them. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Content  of  these  records  may  be 
settled  with  the  System  Manager.  If  this  is  unsatisfactory  to  the 
individual,  the  person  may  appeal  in  writing  to  the  Secretary  of 
Transportation,  addressed  to  the  following: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Record  source  categories:  Travel  advance  card  signed  by  individu¬ 
al. 

DOT/UMTA  192. 

System  name:  Urban  Transportation  Planning  System  (UTPS)  Ad¬ 
dress  File.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Office  of  Transit  Planning, 

Planning  Methodology  and  Technical  Support  Division,  UTP- 
40, 

400  7th  Street,  SW,  Room  9311, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  UTPS  users. 

Persons  indicating  continuing  interest  in  UTPS  developments. 
Federal  Highway  Administration  (FHWA)  Planning  Package 
users. 

Categories  of  records  in  the  system:  Individual’s  name,  business 
address,  telephone  number,  UTPS  or  FHWA  Planning  Package  ver-* 
sion  date,  UTPS  course/symposium/conference  attendance. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  technical  information 
dissemination. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  a  computer  file. 

Retrievability:  Access  by  computer  terminal  by  any  item. 

Safeguards:  Available  for  use  under  the  control  of  the  System 
Manager. 

Computer  file  is  protected  by  account  number  and  code  words. 

Retention  and  disposal:  Records  are  retained  until  notified  that 
individual  no  longer  desires  information  and  then  record  is  destroyed. 

System  manageKs)  and  address:  Director,  Planning  Methodology 
and  Technical  SuppoK  Division,  UTP-40, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  Transit  Planning, 

400  7th  Street,  SW,  Room  9311, 

Washington,  I^  20590. 

Notification  procedure:  Inquiries  are  addressed  to  the  System  Man¬ 
ager,  UTP-40  (address  same  as  above). 


Record  access  procedures:  Direct  control  is  maintained  by  the 
System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  is  at  Head- 
quarier’s  level  (i.e.  the  System  Manager).  Individual  may  appeal 
adverse  decision  to  the  Swretary  of  Transportation,  addressed  as 
follows: 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Administrator, 

400  7th  Street,  SW,  Room  9324, 

Washington,  DC  20590. 

Record  source  categories:  UTPS  order  forms,  UTPS  course  regis¬ 
tration  forms,  letter  and/or  verbal  request  to  be  place  on  mailing  list. 

DOT/UMTA  193. 

System  name:  Docket.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320. 

Washington,  EX:  20590. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  commented  on  notices  of  UMTA  appearing  in  the  Federal 
Register;  authors  of  reports  which  are  added  to  the  Docket  as  back¬ 
ground  information. 

Categories  of  records  in  the  system:  Summary  of  the  nature  of  the 
comment  or  the  report,  date  written  and  filed,  author  affiliation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  gather  information  in 
response  to  rules  promulgated  by  UMTA.  Users  are  both  UMTA 
staff  members  and  the  public. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Legal-size  file  folders  stored  in  file  cabinets. 

Retrievability:  By  name  and  Docket  number  assigned  at  the  time 
of  receipt. 

Safeguards:  None  required.  Publically  available  file. 

Retention  and  disposal:  Indefinite. 

System  manageKs)  and  address:  Docket  Clerk,  Office  of  the  Chief 
Counsel, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

400  7th  Street,  SW,  Room  9300, 

Washington,  DC  20590. 

Notification  procedure:  Same  as  ‘System  Manager.* 

Record  access  procedures:  Same  as  ‘System  Manager.* 

Contesting  record  procedures:  Same  as  ‘System  Manager.' 

Record  source  categories:  Correspondence  freely  sent  by  the  public 
to  UMTA. 

DOT/UMTA  194. 

System  name:  Litigation  and  Claims  Files.  DOT/UMTA. 

System  location:  Department  of  Transportation  (DOT), 

Urban  Mass  Transportation  Administration  (UMTA), 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room,  9320, 

Washington,  I^  20590. 

Categories  of  individuals  covered  by  the  system:  Persons  who  are 
involv^  in  litigation  or  claims  actions. 

Categories  of  records  in  the  system:  Litigation  and  claim  pleadings, 
discovery  material,  related  documents  (including  background  data  on 
individuals  involv^),  memoranda,  correspondence,  and  other  materi¬ 
al  necessary  to  respond  to  claims  or  prepare  for  litigation  or  hear¬ 
ings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  The  documents  are 
produced  or  used  in  and  for  litigation  and  claims. 

These  documents  are  disclosed  to  the  Dep^ment  of  Justice. 

See  Prefatory  Statement  for  Genaral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Legal-size  file  folders  stored  in  lockable  and  unlockable 
file  cabinets  and  individual  attorney’s  offices. 

Retrievability:  Retrieved  by  caption  of  the  particular  litigation. 


11788 


Federal  Register  /  Vol.  45,  No.  36  /  Thursday,  February  21,  1980  /  Notices 


Safeguards:  Data  from  these  files  are  retrievable  only  by  persons 
within  the  Office  of  the  Chief  Counsel. 

Retention  and  disposal:  Litigation  files  are  kept  for  two  years  after 
case  is  closed,  then  sent  to  Federal  Records  Center.  All  other  records 
in  the  system  are  retained  indefinitely. 

System  managerfs)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Notification  procedure:  Individuals  wishing  to  know  if  their  rec¬ 
ords  appear  in  this  system  of  records  may  inquire  in  person  or  in 
writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the 
information  about  themselves  in  this  system  of  records  should  contact 
or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  System  Manager. 

Record  source  categories:  Federal  courts,  individuals  and  their 
attorneys,  UMTA  records,  litigation  files,  etc. 

DOT/UMTA  195. 

System  name:  Confidential  Statement  of  Employment  and  Financial 
Interests.  DOT/UMTA. 

System  location:  Department  of  Transportation,  (DOT), 

Urban  Mass  Transportation  Administration,  (UMTA), 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Urban  Mass  Transportation  Administration  in  supervisory  positions 
where  a  conflict  of  interest  or  the  appearance  of  a  conflict  of  interest 
might  occur.  Also  included  in  this  category  are  consultants  and 
experts  of  the  Urban  Mass  Transportation  Administration. 

Categories  of  records  in  the  system:  Information  on  employment 
and  financial  interests  and  debts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  to  be 
furnished  is  required  by  Executive  Order  11222  and  the  requlations 
of  the  Civil  Service  Commission  issued  thereunder  and  may  not  be 
disclosed  except  as  the  Commission  or  the  agency  head  may  deter¬ 
mine. 

The  purpose  of  the  use  of  this  information  is  to  avoid  a  conflict 
of  interest  or  the  appearance  of  a  conflict  of  interest  in  UMTA 
employees. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Legal  size  folders. 

Retrievability:  Indexed  by  name  in  alphabetical  sequence. 

Safeguards:  Records  are  stored  in  locked  file  cabinet. 

Retention  and  disposal:  Records  are  kept  3  years  and  then  trans¬ 
ferred  to  Federal  Records  Center  for  6  years. 

System  managerfs)  and  address:  Chief  Counsel, 

Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Notification  procedure:  Department  of  Transportation, 

Urban  Mass  Transportation  Administration, 

Office  of  the  Chief  Counsel, 

400  7th  Street,  SW,  Room  9320, 

Washington,  DC  20590. 

Inquiries  may  be  addressed  to  the  Chief  Counsel  either  in  person 
or  in  writing.  If  written  the  individual  must  provide  a 
notarized  signature. 

Record  access  procedures:  Access  to  records  requires  the  individu¬ 
al  to  contact  in  person  or  write  the  Chief  Counsel  at  the  address  in 
‘Notification  Procedure.* 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  Chief  Counsel. 

Record  source  cat^ories:  Statements  of  employment  and  financial 
interests,  creditors,  interests  in  real  property  are  submitted  by  em¬ 
ployees  and  consultants  of  the  Urban  Mass  Transpor-  tation  Adminis¬ 
tration. 


Initial  requests  for  submission  of  statements  are  through  the 
Personnel  Division,  Office  of  Administration,  Urban  Mass 
Transportation  Administration. 
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